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PREFACE. 


IN  this  practical  age,  few  branches  of  study  are  more  necessary  than 
Book-keeping,  yet  no  other  study  has  been  so  generally  neglected. 
This  neglect  is  mainly  due  to  the  superficial  manner  in  which  the  sub- 
ject is  usually  treated  in  text-books  prepared  for  common  schools, 
academies,  etc.  To  supply  the  demand  for  a work  on  Book-keeping 
adapted  to  the  wants  of  schools,  has  been  the  aim  of  the  author  in  the 
preparation  of  this  work. 

Attention  is  respectfully  invited  to  the  following  features  of  the 
work : 

1.  The  subject  of  Business  Papers  is  more  fully  presented  than  in 
other  works  of  the  kind. 

2.  A complete  course  in  Single  Entry  is  given,  embracing  seven 
distinct  sets,  each  of  which  presents  a practical  method  of  keeping 
accounts.  Prominence  is  given  to  Single  Entry,  as  a large  majority 
of  business  houses  keep  their  books  by  this  system. 

3.  The  course  in  Double  Entry  includes  five  sets,  each  of  which  pre- 
sents special  features  of  great  practical  value. 

4.  The  manner  in  which  the  different  sets  of  books  are  presented 
prevents  pupils  from  becoming  “ copying  machines,”  and  compels 
them  to  obtain  a practical  knowledge  of  the  subject. 

5.  The  writing  of  business  papers  in  connection  with  making  entries 
of  business  transactions,  is  made  a prominent  feature  of  the  book. 

6.  The  labor-saving  methods  of  keeping  accounts,  presented  in  both 
Single  and  Double  Entry,  are  of  special  advantage  to  book-keepers. 

7.  The  principle  of  presenting  but  one  thing  at  a time  for  the  student 
to  learn,  has  been  closely  adhered  to. 

8.  The  treatment  of  the  subject,  by  which  the  student  secures 
knowledge,  discipline,  and  efficiency,  will  arrest  the  attention  of  the 
thoughtful  teacher. 

The  thanks  of  the  author  are  due  to  Mr.  L.  S.  Fairbanks,  the  authoi 
of  Fairbanks’s  Book-keeping,  and  Mr.  S.  S.  Packard,  the  author  of 
Bryant  & Stratton’s  Book-keeping,  both  of  whom  kindly  gave  him 
permission  to  use  memoranda  of  business  transactions  contained  in 
their  treatises. 

This  work  may  be  said  to  have  “grown  up”  in  the  class-room, 
nearly  all  of  the  matter  having  been  given  in  manuscript  to  the  au- 
thor’s classes ; and  it  is  published  with  the  belief  that  it  will  prepare 
young  men  and  women  to  discharge  more  fully  the  duties  of  practical 
life,  and  thus  aid  the  great  cause  of  popular  education 
Millersville,  Pa.,  29th  March , 1880 • 


SUGGESTIONS  TO  TEACHERS. 


The  following  suggestions  are  made  for  the  "benefit  of  young  or  inex- 
perienced teachers : 

1.  Every  pupil  should  obtain  a knowledge  of  Book-keeping  while 
attending  school.  Since  it  is  of  use  to  women  as  well  as  to  men,  girls,  as 
well  as  boys,  should  be  allowed  to  study  it. 

2.  Pupils  should  have  a fair  knowledge  of  the  business  part  of  arithmetic 
before  beginning  the  study  of  Book-keeping.  As  a rule,  arithmetical 
problems  have  been  omitted  from  this  work,  as  they  are  found  in  all  text- 
books on  arithmetic. 

3.  Pupils  should  be  able  to  write  plainly  before  beginning  thi9  study. 
While  it  will  be  of  great  aid  to  a pupil  in  learning  to  write,  it  should  not 
be  studied  for  the  mere  purpose  of  practice  in  penmanship. 

4.  The  essential  qualities  of  a good  book-keeper  are : (1)  accuracy, 

(2)  neatness,  (3)  facility.  Insist  upon  accuracy  and  neatness:  facility  will 
be  obtained  by  practice.  Do  not  allow  u flourishing  ” or  scribbling  of  any 
kind.  No  fancy  letters  or  extra  curves  should  be  made,  under  any 
circumstances. 

5.  Pupils  sometimes  fail  to  record  a business  transaction  properly 
because  they  do  not  comprehend  it.  Bet  the  teacher  explain  the  trans- 
action by  putting  himself  in  the  place  of  the  person  with  whom  the  pupils 
are  supposed  to  b«  dealing,  and  illustrating  it  as  fully  as  necessary.  The 
blackboard  should  be  freely  used. 

6.  The  Review  Questions  at  the  end  of  each  section  will  be  found  of 
service  to  the  teacher. 

7.  A good  teacher,  with  no  previous  knowledge  of  Book-keeping,  can 
teach  the  subject  as  here  presented.  It  is  recommended  that  those  who 
teach  Book-keeping  for  the  first  time,  work  the  different  sets  in  advance 
of  their  pupils.  It  will  be  found  that  the  subject  is  presented  in  such  a 
manner  that  a key  is  not  needed , its  place  being  fully  supplied  by  explan- 
atory notes  and  references. 

The  explanatory  notes  inserted  for  this  purpose  can  readily  be  distin- 
guished from  the  notes  that  contain  information  essential  to  a fuber 
understanding  of  the  subjects  discussed  in  the  following  pages.  It  will 
be  understood  that  while  the  forms  that  are  given  of  preparing  business 
papers,  making  entries,  etc.,  are  simple  and  correct,  other  forms  are  also 
in  common  use.  The  experienced  teacher  majT  present  them,  if  he  deems 
it  advisable.  i 

8.  The  courses  of  study  for  different  grades  of  pupils  are  stated  on  p:*ge  8. 

9.  It  is  not  absolutely  necessary  for  pupils  to  have  a text-book  on  Book- 
keeping in  order  that  they  may  study  the  subject.  The  teacher  may  dic- 
tate to  them  some  of  the  leading  definitions,  and  place  on  the  blackboard 
models  of  business  papers  to  be  copied,  and  exercises  to  be  prepared  ac- 
cording to  the  models  given.  He  may  also  write  on  the  blackboard  the 
memoranda  of  business  transactions  given  in  this  work,  and  require  the 
pupils  to  enter  them  in  the  proper  form  in  their  blank-books  It  is  better 
to  teach  Book-keeping  in  this  way  than  not  to  teach  it  at  all : but  the  labor 
of  the  teacher  will  be  greatly  lessened  and  made  much  more  effective,  and 
the  progress  of  the  pupils  will  be  greatly  increased,  if  they  have  books  to 

tudy  from.  They  can  then  work  at  Book-keeping  during  the  time  the 
eacher  is  hearing  other  classes,  assisted  by  an  explanatory  word  from  him 

bile  the  classes  are  changing,  or  at  such  other  times  as  lie  deems  best. 

10.  Let  teachers  remember  that  each  business  has  its  peculiarities,  and 
that  most  business  houses  have  special  methods  of  keeping  their  books. 
Many  of  these  peculiarities  and  special  methods  are  presented  in  this 
work ; and  the  courses  are  so  arranged  as  to  enable  pupils  to  understand 
the  new  features  which  they  will  meet  with  in  actual  business. 
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BUSINESS  PAPERS  AND  TERMS. 


SECTION  I. 

DEFINITIONS,  TERMS,  ETC. 

SECTION  II. 
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V 
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LEGAL  BUSINESS  FORMS. 


COURSES  OF  STUDY  IN  BOOK-KEEPING. 


Fall  Coarse.— The  course  in  Book-keeping  as  presented  in  this  work, 
gives  pupils  a thorough  knowledge  of  business  papers,  and  enables  them 
to  keep  the  books  of  all  kinds  of  business  except  those  requiring  special 
instruction,  as  Banking,  etc.  This  course  is  intended  for  advanced 
pupils  in  public  schools,  academies,  etc.;  and,  when  takenHn  connection 
with  the  usual  number  of  studies  pursued  in  these  schools,  requires  about 
forty-two  weeks  in  which  to  be  completed. 

A Fourteen  Weeks’  Course. — The  following  course  in  Single  Entry 
may  be  taken  by  advanced  pupils  in  normal  schools,  academies,  etc.  It 
requires  about  fourteen  weeks : 

PART  I.  (See  the  first  note  on  page  69.) 

PART  II.  Section  I.  Section  II.,  omitting  Exercises  in  Writing  Bus- 
iness Papers  in  Set.  3 , and  Art.  391,  392,  393,  and  394.  Section  III.,  omitting 
Set  5,  Special  Accounts,  and  Set  6. 

The  course  in  Double  Entry  may  be  completed  by  advanced  pupils  in 
about  fourteen  weeks.  It  may  be  profitably  taken  after  the  foregoing 
Single  Entry  course  is  completed. 

A Seven  Weeks’  Course.— The  following  course  in  Single  Entry  re- 
quires about  seven  weeks: 

PART  I.,  omitting  Art.  92-107,  and  Section  III. 

PART  II.,  Set  I.,  omitting  Exercises  in  Writing  Business  Papers,  and 
Art.  276-297.  Set  II.,  omitting  Business  Papers.  Set  III.,  omitting  Busi- 
ness Papers , and  Art.  391-394. 

A Primary  Coarse.— The  following  course  may  be  taken  by  pupils 
who  are  not  sufficiently  advanced  for  the  full  course.  (See  Sug.  2,  page 4.) 
It  is  well  adapted  to  the  wants  of  public  school  pupils  who  have  but  a 
single  session  in  which  to  study  the  subject. 

PART  I.  Section  I.  (as  indicated  by  the  Review  Questions).  Section 
II  .'.^Receipts ; Invoices;  Accounts;  Promissory  Notes  and  Drafts  (omitting 
Certificates  of  Deposit,  Bank  Drafts,  Post-office  Orders,  and  Remarks  on 
Notes  and  Drafts)  ; Due  Bills  and  Orders;  Mercantile  Letters. 

PART  II.  Section  I.  Section  II.:  Set  2,  to  Art.  337,  inclusive;  Set  3,  to 
Art.  379,  inclusive.  Section  III. : Set  5;  Special  Accounts ; Set  6. 

A Fuller  Coarse.— Should  the  pupil  desire  to  continue  the  study  be- 
yond the  limits  of  this  work,  he  is  recommended  to  get  Bryant  & Stratton’s 
Book-keeping,  Counting  House  Edition,  published  by  Ivison,  Blakeman, 
Taylor  & Co.,  New  York,  or  Fairbanks’s  Book-keeping,  published  by 
Sower,  Potts  & Co.,  Philadelphia. 
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PRACTICAL 


BOOK-KEEPING. 


SECTION  I. 

DEFINITIONS,  TERMS,  ETC. 


BOOK-KEEPING  DEFINED. 

BOOK-KEEPING  is  the  science  of  accounts,  and  the  art  of 
recording  business  transactions  in  a systematic  manner. 

Note.— In  this  work,  Book-keeping  is  treated  mainly  as  the  art  of  record- 
ing business  transactions  in  a systematic  manner. 


ACCOUNTS. 

2.  An  Account  is  a written  statement  of  one  or  more  business 
transactions. 

3.  Accounts  are  divided  into  three  classes : Personal , Property , and 
Profit  and  Loss. 

4.  Personal  accounts  are  accounts  with  individuals,  firms,  corpora- 
tions, etc.  Property  accounts  are  accounts  of  the  cost  and  proceeds 
of  property.  Profit  and  Loss  accounts  are  accounts  showing  gains  and 
losses,  or  the  condition  of  business. 

5.  The  debit  entries  of  a personal  account  show  what  is  owed  by  the 
person  for  whom  the  account  is  rendered ; the  credit  entries  show 
what  is  due  to  him  from  the  person  rendering  the  account.  The  debit 
entries  of  a property  account  show  the  cost  of  the  property,  and  the 
credit  entries  the  proceeds.  The  debit  entries  of  a profit  and  loss 
account  show  the  losses,  and  the  credit  entries  the  gains 
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DEFINITIONS,  TERMS,  ETC. 


KINDS  OF  BOOK-KEEPING. 

6.  Book-keeping  is  of  two  kinds,  Single  Entry  and  Double 
Entry. 

7.  Single  Entry  Book-keeping  is  the  system  in  which  personal 
accounts  only  are  kept.  It  is  so  named  because  only  one  entry, 
a debit  or  a credit,  is  made  in  the  Ledger  for  a single  business 
transaction. 

Note.— Cash,  Merchandise,  and  other  property  accounts  are  sometimes 
kept  in  hooks  of  this  kind,  hut  these  accounts  properly  belong  to  Double 
Entry  Book-keeping. 

8.  Double  Entry  Book-keeping  is  the  system  in  wdiich  ac- 
counts are  kept  with  every  person  and  thing  affecting  the  finan- 
cial condition  of  the  business.  It  is  so  named  because  two 
entries,  a debit  and  a credit,  are  made  in  the  Ledger  for  a single 
business  transaction. 

Note.— It  is  a principle  of  Double  Entry y that  every  debit  has  a corres- 
ponding credit,  and  vice  versa . 


' ' / 

MERCANTILE  TERMS. 

9.  Besources  are  available  means.  They  comprise  (1)  all 
kinds  of  property ; (2)  all  written  obligations  belonging  to  us ; 
and  (8)  the  debit  balances  of  personal  accounts. 

10.  Liabilities  are  obligations  to  pay.  They  comprise  (1)  all 
written  obligations  outstanding  against  us ; and  (2)  the  credit 
balances  of  personal  accounts. 

11.  Net  Capital  is  the  excess  of  resources  over  liabilities. 

12.  Net  Insolvency  is  the  excess  of  liabilities  over  resources. 

13.  Net  Gain  is  the  excess  of  net  capital  at  closing  over  net 
capital  at  beginning. 

14.  Net  Loss  is  the  excess  of  net  capital  at  beginning  over  net 
capital  at  closing. 

PROBLEMS  TO  FIND  GAIN  OR  LOSS,  ETC, L 

1.  Mr.  A’s  resources  are  $8000,  and  his  liabilities,  $10000.  Required 
net  capital  or  net  insolvency. 


MERCANTILE  TERMS. 
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2.  Mr.  Brown’s  resources,  January  1,  were  $8000,  and  his  liabilities, 

$1400;  and  on  June  30,  his  resources  were  $9800,  and  his  liabilities, 
$2100.  Required  gain  or  loss.  Ans.  Gain,  $1100. 

3.  W’s  resources  on  April  1,  were  $1842.60,  and  his  liabilities,  $859.23. 
On  July  19,  his  resources  were  $3185.80,  and  his  liabilities,  $2102.43. 
Required  gain  or  loss. 

4 Resources,  June  1,  $1500  ; July  31,  $3000. 

Liabilities,  “ $2000 ; “ $3750. 

Required,  gain  or  loss,  Ans.  Loss,  $250. 

5.  I borrowed  $500  on  January  1,  to  begin  business  with.  On  De- 

cember 31,  my  resources  were  $1570,  and  my  liabilities,  $940.  What 
was  my  gain  or  loss  ? Ans.  Gain,  $630. 

6.  Net  Insolvency,  May  1,  1875,  $1450 ; Net  Capital,  May  1,  1876, 

$840.  Required,  gain.  Ans.  $2290. 

7.  I began  business  in  debt  to  the  amount  of  $345.  At  the  end  of 

six  months,  I owned  a house  and  lot  worth  $2000,  and  John  Jones 
owed  me  $250.  There  was  outstanding  against  me  a note  for  $1500, 
and  I owed  Henry  Brown  $275,  and  William  Smith  $305.  Did  I gain 
or  lose,  and  how  much?  Ans.  Gain,  $515. 


MERCANTILE  TERMS  ( Continued ). 

15.  The  terms  given  in  the  following  list  are  frequently  used  in  bus- 
iness. These  terms  are  designed  mainly  for  reference.  The  most 
important  are  marked  with  a star  (*) ; the  definition  of  these  the  pupil 
should  commit  to  memory. 

Note.— The  terms  usually  found  in  the  business  part  of  text-books  on 
Written  Arithmetic  are  omitted  from  this  list. 

Adventure,  goods  shipped  at  the  risk  of  the  owner. 

Allowance,  deduction  from  the  weight  of  goods. 

Assessment,  a valuation  of  property  or  profit  in  business,  for  taxation. 

Assets,*  available  means.  See  Resources,  Art.  9. 

Assignment,  a transfer  of  property ; generally,  a transfer  of  the  property 
of  a bankrupt  to  certain  persons  called  assignees ; property  assigned. 

Assignee,  one  to  whom  property  is  assigned. 

Assignor,  one  who  makes  an  assignment. 

Auctioneer,  a person  authorized  to  sell  goods  or  land  at  public  sale  for  a 
commission.  (An  auctioneer  has  no  right  to  get  bidders  simply  to  run  up 
the  price  of  an  article.  He  cannot  sell  on  credit  unless  the  right  is  given 
to  him  by  express  conditions  or  established  usage.) 

Balance,*  to  make  an  entry  bv  which  the  debits  and  credits  of  an  ac- 
count are  rendered  equal. 
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Balance .*  tlie  difference  of  debits  and  credits. 

Bankrupt,  a person  unable  to  pay  his  debts. 

Bill , a general  term  given  to  notes,  drafts,  etc. 

Bill  of  Lading , a written  account  of  goods  shipped,  signed  by  the  owner 
or  master  of  the  vessel  in  which  shipped,  or  the  proper  officer  of  the  trans- 
portation company. 

Bill  of  Sale,  a sealed  contract  for  the  sale  or  transfer  of  goods. 

Broker , a dealer  in  money,  stocks,  etc. ; an  agent  employed  to  negotiate 
between  other  parties. 

Brokerage,  a broker’s  commission  for  transacting  business. 

Capital ,*  stock  employed  in  trade. 

Closing  an  Account,*  balancing  it,  and  drawing  lines  underneath. 

Commission,*  sum  paid  for  the  sale  of  goods,  or  transaction  of  business. 

Company*  an  association  of  persons  for  the  transaction  of  business. 

Consign , to  give  to  an  agent  for  sa^. 

Consignment,  goods  consigned. 

Consignee,  one  to  whom  goods  are  consigned. 

Consignor , one  who  consigns. 

Contra,  on  the  opposite  side. 

Corporation,  a company  regulated  by  special  law  or  charter. 

Credit*  the  side  of  an  account  which  shows  what  is  due  to  the  person  or 
thing  designated.  It  is  generally  the  right  hand  side. 

Credit*  to  give  credit  for ; to  enter  on  the  credit  side  of  an  account. 

Creditor  * one  that  is  owed  by  another.  (See  Art.  201.) 

Debt*  that  which  is  owed. 

Debit*  the  side  of  an  account  which  shows  what  is  owed  by  the  person 
or  thing  designated.  It  is  generally  the  left  hand  side. 

Debit,*  to  charge'  with  debt ; to  enter  on  the  debit  side  of  an  account. 

Debtor,*  one  that  owes  another.  (See  Art.  201.) 

Discount*  a deduction  from  the  stipulated  price  of  goods  ; an  allowance 
made  upon  an  account,  or  for  the  payment  of  money  before  it  becomes 
due ; par  value  minus  real  value. 

Dividend , gain  on  stock. 

Entry*  a record  in  an  account  book. 

Exchange,  the  process  of  settling  accounts  by  means  of  drafts ; the  place 
where  bankers,  brokers,  and  merchants  meet,  at  certain  hours,  to  transact 
business;  premium  and  discount  arising  from  tliesale  of  bills  and  money. 

Iface  of  Ledger,*  a statement  showing  the  debit  and  credit  balances  of 
the  Ledger.  (See  page  92.) 

Factor,  an  agent  to  sell  goods  on  commission  ; a commission  merchant. 

Fail,  to  become  bankrupt  or  insolvent. 

Firm*  the  name  or  title  under  which  a company  transacts  business ; a 
partnership. 

Freight,  goods  to  be  transported ; sum  charged  for  transporting  goods. 

Insurance,  security  against  loss. 

Interest,  the  amount  charged  for  the  use  of  money. 


ABBREVIATIONS. 
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Inventory  * a statement  in  detail  of  goods  on  hand.  (See  Art.  334,  etc.) 
Manifest , an  exhibit  of  a cargo. 

Merchandise  * the  usual  articles  of  trade. 

Net  Proceeds , the  amount  remaining  after  deducting  all  charges  from 
the  amount  of  sales. 

Notary , Notary  Public , a public  officer  who  attests  contracts,  protests 
bills,  etc. 

Note , a written  obligation  for  the  payment  of  money. 

Personal  Property , things  temporary  and  movable. 

Policy , written  contract  between  the  insurer  and  insured. 

Premium , real  value  minus  par  value ; sum  charged  for  insurance. 
j Real  Estate,  land  and  things  attached  to  the  land,  as  houses  and  the  like. 
Set  of  Books , the  books  used  to  preserve  a record  of  a business. 

Stock , capital  invested  in  trade  ; goods  on  hand. 

Surety , security  against  loss  or  damage ; a person  obligated  to  pay 
another’s  debts ; bail. 

Usury , interest  greater  than  the  legal  rate. 


ABBREVIATIONS. 

16.  The  abbreviations  given  in  this  list  should  generally  be  used  in 
Book-keeping  instead  of  the  words  themselves.  The  abbreviations  of 
units  of  measure,  as  yd.,  gal.,  lb.,  etc.,  are  omitted.  For  these,  see  any 
Written  Arithmetic. 


A 1.,  First  class. 

Acct .,  Account. 

Amt.,  Amount. 

Ans.,  Answer. 

Assd.,  Assorted. 

Bal.,  Balance. 

B.  B.,  Bill  Book. 

Bdle.,  Bundle. 

Bis.,  Bales. 

B.  of  L.,  or  B | L,  Bill  of  Lading. 
B.  Pay.,  Bills  Payable. 

B.  Rec.,  Bills  Receivable. 

Bot. , Bought. 

Brot.,  Brought. 

Cap.,  Capital. 

C.  B.,  Cash  Book. 

Co.,  Company. 

C.  O.  D.,  Collect  on  delivery. 
Com.,  Commission. 

Or.,  Creditor. 

C*.,  Cases. 


D.  B.,  Day  Book. 

D.  B.  E.  Day  Book  Folio. 

Dft.,  Draft. 

Div.,  Dividend. 

,I)is.,  Discount. 

Dr.,  Debtor. 

Ds.,  Days. 

Ea .,  Each. 

E.  E.,  Errors  excepted. 

E.  <Sc  O.  E.,  Errors  and  omissions 
excepted. 

Exp.,  Expenses. 

Fol.,  Folio. 

Frt.,  Freight. 

1.  B.,  Invoice  Book. 

lns. ,  Insurance. 

Inst.,  (Instant)  this  month. 

lnt. ,  Interest. 

Inv.,  Invoice. 

Invt.,  Inventory. 

L.  F.,  Ledger  Folio. 
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Mdse.,  Merchandise. 

No.,  Number. 

P,  Page. 

Payt.,  Payment. 

P.  C.  B.,  Petty  Cash  Book. 
Pd.,  Paid. 

Pkg.,  Package. 

P.  & L .,  Profit  and  Loss. 
Pr.,  Pair. 


pr.,  By. 

pr.  ct.,  Per  Cent. 

Prox.,  (Proximo)  next  month. 
Ps.,  Pieces. 

Reed.,  Received. 

8.  B.,  Sales  Book. 

Sunds.,  Sundries. 

TJlt.,  (Ultimo)  last  month. 

X,  Extra. 


CHARACTERS. 


17.  The  following  characters,  with  others,  as  +,  — ,'etc.,  are  used  in 
Book-keeping : 


Note.-— The  Review  Questions  inserted  at  the  end  of  each  section,  are 
partly  suggestive  to  the  teacher,  and  may  be  extended  if  he  prefers.  In 
general,  the  pupil  should  be  familiar  with  the  answers  to  the  questions 
given,  before  he  begins  the  study  of  the  following  section. 

What  is  Book-keeping?  An  Account?  Define  the  classes  of  accounts. 
Define  Single  Entry.  Double  Entry. 

Define  the  following  Mercantile  Terms:  Resources.  Liabilities.  Net 
Capital.  Net  Insolvency.  Net  Gain.  Net  Loss.  Assets.  Balance.  Capi- 
tal. Closing  an  Account.  Commission.  Company.  Credit.  Creditor. 
Debt.  Debit.  Debtor.  Discount.  Entry.  Face  of  Ledger.  Firm.  In- 
ventory. Set  of  Books. 

Write  a list  of  Abbreviations.  Characters. 


@.  At. 


$ . Number. 

y/.  Check  Mark. 

li.  One  and  one-quarter. 

22.  Two  and  one-half. 

33.  Three  and  three-quarters. 


yc%  Account. 
y0 . Per  Cent. 
f.  Dollars. 
Cents. 


Review  Questions. 


SECTION  II. 

BUSINESS  PAPERS  IN  COMMON  USE. 

THE  BUSINESS  PAPERS  in  general  use  are  Beceipts , In 
voices , Accounts  Current , Promissory  Notes,  Drafts  (in- 
cluding Checks,  Bank  Drafts,  and  Post-office  Orders),  Business 
Letters,  etc. 

Note  1.  A knowledge  of  the  various  forms  of  business  papers  in  common 
use  is  essential  to  every  one.  Let  the  teacher  drill  his  pupils  upon  the 
business  forms  presented  in  this  section  until  they  are  familiar  with  them. 
Require  the  exercises  to  be  prepared  with  the  accuracy  and  neatness  de- 
manded in  actual  business.  The  penmanship  should  be  neat  and  legible. 
Scribbling  or  “ flourishing  ” should  not,  under  any  circumstances,  be 
allowed. 

Note  2.  The  teacher  will  find  it  of  advantage  to  have  the  various  forms 
of  business  papers  given  in  this  section  copied  by  the  pupils  before  they 
write  the  exercises.  Let  him  require  his  pupils  (1)  to  copy  the  forms,  and 
(2)  to  prepare  the  exercises  according  to  the  forms  already  learned.  If 
additional  exercises  are  needed,  the  good  teacher  can  readily  supply  them. 
Ink  should  be  used,  as  soon  as  pupils  have  learned  to  write  with  sufficient 
care.  If  it  can  be  obtained,  red  ink  should  be  used  for  all  ruled  lines. 

THE  SIGNATURE. 

19.  When  required  on  business  papers,  the  signature  should  be  fully 
and  plainly  written.  The  signing  of  names  so  that  no  one  can  read 
them  is  to  be  condemned.  Men  can  use  initials  instead  of  their  Chris- 
tian names ; women  should  never  do  so. 

Note.— When  a person  “makes  his  mark”  to  a business  paper,  the  act 
must  be  “ witnessed.” 


BECEIPTS. 

20.  A Beceipt  is  a written  acknowledgment  of  money  or  goods 
received. 

21.  A receipt  should  always  be  given  for  money  paid  or  deposited. 

(15) 
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and  generally  upon  the  delivery  of  merchandise  or  other  articles  of 
value. 

22.  Receipts  should  be  carefully  preserved  by  being  properly  labeled 
and  filed.  Losses  and  lawsuits  have  frequently  been  prevented  by  the 
possession  of  receipts. 

Note  1.  Receipts  are  sometimes  preserved  by  being  written  in  a Receipt 
Book.  See  Art.  285. 

Note  2.  A receipt  is  regarded  in  law  as  evidence  of  payment,  but  not 
conclusive  evidence. 

Note  3.  In  some  kinds  of  business,  a record  of  all  receipts  given  is  pre- 
served. See  Ar  t.  28G. 

FORMS  OF  RECEIPTS. 

23.  The  following  forms  of  receipts  are  the  ones  in  general  use. 

Note  1.  No  particular  form  of  writing  receipts  is  necessary.  A receipt 

should  state  plainly  where  and  when  it  was  given,  of  whom  the  money 
was  received,  amount  received,  and  on  what  or  whose  account. 

Note  2.  A convenient  size  for  the  paper  on  which  a receipt  is  written 
is  as  follows : width,  about  three  inches ; length,  about  the  width  of  ordi- 
nary letter  or  foolscap  paper — seven  or  eight  inches.  (See  Note  7,  p.  4.) 

Note  3.  The  amount  should  be  expressed  in  both  words  and  figures. 
The  number  of  cents  is  generally  expressed  fractionally. 

1,  Money  on  Account. 

The  following  form  of  receipt  should  be  used  when  money  is  paid 
on  an  unsettled  account : 


Received , Norristown , Pa.,  September  18, 
1875,  of  Henry  Johnson,  One  Hundred  and  Sev- 
enty-five -f5^  Dollars,  on  account. 

$175^.  Ayres  & Sons, 

per  H.  Dawes. 


Note  1.  “ Per  H.  Dawes  ” shows  that  the  clerk  or  book-keeper  of  Ayres 
& Sons  has  signed  the  firm  name  to  the  receipt. 

Note  2.  It  will  be  understood  that  the  printed  lines  enclosing  the  re- 
ceipts, which  are  intended  to  show  their  form,  are  not  to  be  drawn  around 
receipts  written  by  the  pupils,  unless  they  are  written  in  blank  books. 
Pupils  may  provide  themselves  with  blank  books  in  which  to  write  the 
exercises  given  in  this  section ; and  if  so,  the  size  of  the  receipt  may  be 
carefully  marked  otf  before  it  is  written. 


RECEIPTS. 
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2.  Receipt  in  Full. 


When  an  account  is  paid  in  full,  for  the  words  “ on  account  ” in  the 
foregoing  receipt,  there  should  be  substituted  in  the  receipt  given,  in 
full  of  accounts , in  full  of  all  accounts  to  date,  or  in  full  for  balance  on 
settlement , as  in  the  following  form : 


Philadelphia , October  21,  1876. 
Received  of  W.  8.  Landor , Ten  T2^  Dollars , in 
full  of  all  accounts  to  date. 

Harriet  Martineau. 


Note.— The  place  and  date  may  be  written  as  in  the  first  receipt,  or  the 
second.  The  latter  form  is  generally  to  be  preferred,  to  avoid  making  the 
receipt  too  narrow. 


3,  In  Full  of  All  Demands. 

A receipt  in  full  of  all  demands  includes  claims  of  all  kinds,  except 
notes  not  matured.  In  writing  a receipt  of  this  kind,  the  words  in 
full  of  all  demands  should  be  inserted. 

4.  For  a Single  Purchase. 

A receipt  for  the  payment  of  a single  purchase  may  be  given,  with- 
out affecting  an  unsettled  account,  thus  : 

Received in  full  for  bill  of  goods  of  this  date  (or, 

September  21 , 1877 , as  the  case  may  be). 

5.  For  Services  Rendered. 

The  account  on  which  money  is  paid  may  be  stated  in  the  receipt,  as 
follows : 

Received , Ebensburg,  Pa.,  March  6,  1879,  of 
D.  W.  Evans , Treasurer  of  the  Board  of  School 
Directors , One  Hundred  Dollars , in  full  for 
Salary  as  Teacher  for  the  month  ending  Febru- 
ary 28,  1879. 

$100f$Q.  Francis  A.  Lyte . 


Note.— See  also  Art.  111. 
2 
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6,  For  Sundries. 

A receipt  may  be  made  to  include  several  items,  as  follows : 


Received , Birchin-Hand,  Pa. , 19  August , 1874 , 
of  John  Binkley , Two  Hundred  Dollars  ; 

4 On  account  of  Wheat  and  Oats,  110. 

“ “ Lumber,  90. 

$200. 

R.  T.  Longenecker. 


7.  Guardian’ s Receipt, 

A receipt  given  to  a guardian  for  money  paid  on  account  of  any 
person  or  property  in  liis  charge  should  be  written  in  the  following 
manner : 


State  Normal  School,  Millersville,  Pa. 

8 September,  1879. 

Received  of  W.  Brown,  Esq.,  Guardian  of 
Miss'  Sarah  Jones,  Seventy  Dollars,  on  account 
of  Tuition  and  Boarding  of  said  Sarah  Jones. 
$70fo%.  Edward  Brooks,  For  Trustees. 


Note.— Frequently  receipts  of  this  kind  are  written  in  a small  "book.  A 
guardian  is  thus  enabled  to  keep  in  one  place  all  the  receipts  referring  to 
the  same  account. 

8.  Receipt  for  Note. 

A receipt  for  a note  should  be  written  in  the  following  manner : 


New  York,  10  March,  1879.  • 
Received  of  Louis  G.  Lyte,  his  Note  at  60  days 
for  Five  Hundred  Dollars,  on  account. 

$ 500 fjfo.  Springer  & Whiteman. 


RECEIPTS. 
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9.  For  Note  op  a Third  Party. 

A receipt  for  a note  transferred  to  us  by  indorsement,  should  be 
written  as  follows : 


Received , Rochester , N.  Y.,  January  19 , 

Lewis  M.  Black , a Note  of  John  Green  & Go ., 
atf  mos.,  for  Forty-five  Hundred  Dollars , in  full 
of  all  demands  to  date . 

$4500^.  White , Brown  & Go . 


10.  Receipt  Indorsed  on  Note. 

The  payment  of  part  of  a promissoiy  note  or  draft  should  be  re- 
ceipted across  the  face  or  the  back,  thus : 


Note  1.  Receipts  of  this  kind  are  frequently  written  across  the  face  ot 
the  note. 

Note  2.  For  the  method  of  finding  the  value  ot  notes  thus  indorsed,  see 
the  subject  of  Partial  Payments  in  Arithmetic. 


11.  For  Merchandise. 

The  following  form  should  be  used  in  receipting  for  merchandise  : 


Received , Butler , Pa.,  December  31,  1880,  of 
Carbon  & Go.,  jper  John  Smith,  Teamster , Three 
Tons  Goal. 

Mary  W.  Brown. 


20 


BUSINESS  PAPEBS  IN  COMMON  USE. 


12.  Receipt  on  Invoice,  etc. 

Invoices,  Accounts  Current,  etc.,  may  be  receipted  by  writing  below 
the  amount  the  words  Received  Pdyment , and  signing  the  same.  See 
Art.  29. 

EXERCISES  IN  WRITING  RECEIPTS. 

Note.— In  writing  business  papers,  each  pupil  may  use  his  own  name 
and  post-office  address,  unless  otherwise  directed.  (See  Note  2,  Art.  18.) 

1.  Write  a receipt,  showing  that  J.  Harold  Lyte  has  this  day  paid 
you  $>125,  on  account. 

2.  John  Smith’s  wages  for  one  month  are  twenty-five  dollars,  which 
he  received  from  Henry  Brown,  on  March  31,  1877.  Write  the  receipt. 

3.  If  you  settle  your  bill  on  the  1st  of  April,  1876,  at  Joel  Miller’s 
grocery,  West  Enterprise,  Pa.,  and  pay  him  $75I8«y0<y,  what  form  ol 
receipt  should  he  give  you  ? 

4.  Write  a receipt,  given  by  Thompson  & Son  to  Henry  C.  Sherbom 
for  $300,  $265  being  in  full  for  a bill  of  lumber,  and  the  balance  on 
account  of  coal. 

5.  What  is  the  form  of  receipt  that  should  be  given  by  James  Lane, 
if  T.  B.  Reed  sends  him,  with  Isaac  Furniss,  $151^%  in  full  for  balance 
of  settlement  ? 

Note.— Write  the  receipt  as  follows : Received  of  Isaac  Furniss,  for  T.  B. 
Reed,  etc.  ; or,  Received  of  T.  B.  Reed,  per  Isaac  Furniss,  etc. 

6.  On  Jan.  19,  1880,  W.  S.  Schofield,  of  Philadelphia,  received  from 
Chas.  II.  Harding,  $5000  in  U.  S.  4%  bonds,  in  part  payment  for  a 
dwelling  house.  Write  the  receipt  given. 


INVOICES. 

24.  An  Invoice  is  a written  statement  in  detail  of  goods  sold 
or  consigned  for  sale. 

Note  1.  A statement  in  detail  includes  the  date  of  the  transaction,  the 
name  of  the  person  with  whom  the  business  is  transacted,  the  price  of 
each  item,  total  price,  marks  and  contents  of  each  box  and  package,  etc. 
The  charges  paid  and  mode  of  forwarding  are  also  frequently  stated  in 
the  invoice,  together  with  the  deduction  for  cash  payment,  etc. 

Note  2.  In  writing  invoices,  only  one  side  of  the  paper  should,  in 
general,  be  used,  as  the  purchaser  may  desite  to  paste  the  invoice  in  a 
book. 


INVOICES. 
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25.  An  invoice  of  goods  sold  is  frequently  called  a bill  of  sales ; or, 
if  it  contains  a variety  of  small  items,  a bill  of  parcels.  The  term  bill 
is  often  used  for  invoice . 

26.  Invoices  are  given  or  sent  by  the  seller  or  consignor  to  the  buyer 
or  consignee  at  the  time  when  the  goods  are  forwarded.  If  the  invoice 
is  not  sent  with  the  goods,  it  should  be  so  forwarded  to  the  buyer  that 
he  will  have  it  before  he  receives  them.  An  invoice  should  always  be 
sent  when  goods  are  forwarded,  even  if  the  amount  is  small. 

27.  When  goods  are  received,  they  should  be  carefully  compared 
with  the  invoice,  to  see  whether  any  mistake  has  been  made.  When 
found  correct,  a record  of  the  business  transaction  should  be  made  in 
the  proper  book. 

28.  Invoices  should,  in  all  cases,  be  preserved.  Sometimes  copies 
are  made  in  the  Invoice  Book,  and  sometimes  the  invoice  itself  is 
pasted  in  a blank  book.  See  Art.  276,  etc. 

29.  If  goods  are  paid  for  when  they  are  bought,  the  invoice  should 
be  receipted  as  stated  in  Art.  23  ; if  not  paid  for  until  after  that  time, 
the  date  of  payment  should  be  given  with  the  receipt.  A separate 
receipt  may  be  given,  if  preferred. 


FORMS  OF  INVOICES. 

30.  The  following  forms  are  in  common  use.  They  may  be  modified 
by  the  addition  of  columns  or  in  other  ways,  if  necessary. 

Note.— The  teacher  will  remember  the  suggestion  in  Note  2,  Art.  18.  Let 
the  pupils  copy  the  forms  of  in voices'  that  follow  before  preparing  the  ex- 
ercises given  below. 

X.  Bui*  ceF  Parcels. 


Mrs.  Mary  Smith , 


Wilkes-Barre , Pa., 
December  31,  1879 . 

Bought  of  Coffey  & Son,  Grocers . 


5 

lbs.  Crushed  Sugar , 

@ .08 

40 

6 

“ Coffee, 

® .15 

90 

4 

“ Tea, 

@ .88 

3 

28 

3 

gals.  N.  0.  Syrup , 

@.75 

2 

25 

1 

bbl.  Apples, 

2 

25 

5 

doz.  Eggs, 

'@.11 

9 

55 

58 
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2.  Invoice  Receipted. 

869  Central  Avenue , Pittsburgh , Pa., 
March  25,  1880 . 

i/r.  James  Light , Xenia , 0., 

Bought  of  Grieswell  & Co. 

Terms  \ 6 °l°  °Ffor  10  daVs- 
i erms  j 5 / 0^/or  ^ da2/5# 


45\ 

Bbl 

2 

48\  gals.  Bleached  Whale  Oil, 

@ .50 

80 

367\ 

Bbl 

60 

41  “ Linseed  Oil , 

@ 1. 

45 

Bbl 

1 

^ “ Turpentine , 

@.48 

12 

Can 

10  “ Olive  Oil  Malaga , 

@ 1.^5 

50 

Cartage, 

1 

112 

42_ 

Received  Payment , 3,  1880. 

Grieswell  & Co. 

3.  Invoice  of  Consignment. 


Invoice  of  8 cases  of  Flannel , shipped  per  “ Union  Line”  and  con- 
signed to  Chas.  Welsh , Philadelphia , to  be  sold  on  account  of  Hoffman 
& Bro. 


1156 

One  Case  Printed  Flannel. 

155 

9 pcs.  Fancy  Domestic , 4652  g/ds.,  @ .66 

281 

10 

151 

5 “ Twilled  Check  Domestic,  558  yds.  ^ @ .62% 

286 

25 

159 

5 44  Fancy  All  Wool , 516  2/ds.,  @ .66 

186 

753 

35 

931 

One  Case  Printed  Flannel 

158 

6 pcs.  Plaid  All  Wool  330  yds.,  @ .60 

198 

166 

6 “ 44  44  555  44  @.66 

202 

80 

160 

12  44  Ptaid  627  44  @ .66 

376 

20 

777 

1115 

One  Case  Children's  Flannel. 

25 pcs..  617  yds.,  @.50 

308 

50 

Charges . 

Dr  ay  age. 

10 

25 

Labor, 

22 

50 

Insurance , 

25 

57 

75 

New  York,  January  15,  1880. 

1896 

60 

INVOICES. 
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Note  1.  T^e  figures  in  the  first  column  refer  to  the  numbers  on  the 
cases  ; those  in  the  second  column,  to  the  numbers  on  the  pieces.  When 
cases,  etc.,  arq  marked  by  a diamond  or  other  character,  the  mark  is  gen- 
erally copied  in  the  first  column  of  the  invoice. 

Note  2.  The  account  of  “ charges ’Hs  frequently  omitted  from  invoices 
of  consignments . 

4,  Invoice  of  Glassware, 

67  South  Front  St.,  Philadelphia , 

81  October,  1879. 

Mr.  Andrew  Townsend , Milton , Pa. 

Bought  of  Lewis  Anderson  & Son . 

Terms : SO  days . 


2 

Sets  W.  G.  Tea  Ware , 1+8  pcs., 

@ 1+.50 

9 

8 

“ 44  Teas  Handled , 

@ .95 

7 

Q 

doz  -4  Plates  2~6in'  2~7in' 

2-8in. 

doz.  Plates,-^- 

1.60  ' 

8 

2 

44  44  Pitcher  s%  16  1 1 12 

KIM 

13 

9.  6.50 

4 .25  ’ 

1 

W.  G.  Soup  Tureen , 

3 

2 

Glass  Bowls  and  Cover , 

@ 1.10 

2 

X 

doz.  Glass  Syrup  Cans , 

@ 4. 

2 

6 

44  Sun  Chimneys  % 1, 

@ .65 

3 

90 

Box , 

4 0 

4 

2 

doz.  Stand  Lamps  % 12 

@ 8.50 

17 

3 

44  Glass  Dishes , oval , 

1-6  in 

3 

1. 

~lM 

1 

Crate , 

1 

75 

Porterage , 

75 

2 

E.  E. 

1 

73 

I Box 


60 

50 

m 

50 

20 

30 

50 

50 


EXERCISES  IN  WRITING  INVOICES. 

1.  On'  January  2,  1880,  Mr.  Henry  Stauffer  bought  of  Hager  & Bro., 
Lancaster,  Pa.,  6 yds.  Black  Cassimere  @ $1.10,  4 yds.  Broadcloth  @ 
$3.50,  and  a Vest  Pattern  for  $2.75.  Write  an  invoice  of  the  goods 
sold  him. 

2.  James  Header  bought,  July  6,  1877,  of  Johnson  & Boswell, 
465  Market  Street,  Philadelphia,  1 copy  of  Bryant's  Poems,  House- 
hold ed.,  $1.75,  1 copy  of  A Fool’s  Errand,  $1.25,  1 copy  of  Around 
the  World  in  Eighty  Days,  $1.75.  Write  a receipted  invoice, 

3.  Watson  & Atchison,  of  Buffalo,  N.  Y.,  shipped  to  Lewis  Oliver, 
Catasauqua,  Y.  Y.,  on  April  9,  1880,  2 hhds.  Sugar,  2200  lbs.,  @ .05, 
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and  8 bags  Coffee,  260  lbs.,  @ .09.  Charges  for  Cartage,  $1.25.  Make 
out  the  invoice. 

4.  Write  an  invoice  of  the  following  Mdse.,  shipped  from  Thomas  & 
Son,  New  York,  to  Wm.  Wallace,  Newark,  N.  J.,  on  20th  June, 1877  : 

10  half  kegs  White  Lead,  marked  @$3.50;  3 bbls.  Linseed  Oil, 
marked  @ $38.50;  Drayage  $2.50. 

5.  New  York,  July  13,  1876.  S.  Fielding  bought  of  A.  T.  Stewart 
& Co.,  2 cases  Victoria  Gingham,  ea.  25  pcs.,  912 2 , 862,  @ .15,  and  4 
3ases  Union  Checks,  ea.  40  pcs.,  1384,  1402 2 , 1362,  1353 2 , @ .10.  Make 
out  the  invoice. 

6.  On  October  25,  1875,  Lafourche  & Meurice,  of  New  Orleans, 
shipped  per  Steamer  Ocean  Wave,  Jones,  Master,  and  consigned  to 
Wells  & Davis,  New  York,  to  be  sold  on  account  of  the  shippers,  142 
bales  of  Cotton,  as  follows : 50  bales  Good  Ordinary,  20150  lbs.,  @ .12%, 
45  bales  Good  Ordinary,  19248  lbs.,  @ .11%,  and  47  bales  Middling, 
18941  lbs.,  @ .14%.  Charges:  Drayage,  $30.25;  Labor,  $13.75;  In- 
surance, $50.  Write  the  invoice  made  by  Lafourche  & Meurice. 


ACCOUNTS. 

4 

31.  An  Account  is  a written  statement  in  detail  of  one  or  more 
business  transactions. 

Note  1.  The  term  account  refers  to  statements  of  business  transactions 
made  from  the  entries  of  account  books  or  independently  of  them,  as 
well  as  to  those  made  in  account  books.  Accounts  of  the  first  kind  are 
frequently  called  bills. 

Note  2.  Many  business  houses  send  monthly  statements  of  accounts 
due  them,  to  their  customers. 

82.  FORMS  OF  ACCOUNTS. 

1.  Bill  for  Labor. 


Willis  B.  Musser, 


Bird-in-Hand , Pa., 

8 April,  1879 . 

To  Frederick  I.  Witmer,  Dr. 


For  5 days  Labor , Painting  Store-room, 


\ 1J75 


75 


ACCOUNTS. 
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2.  Account  Receipted. 

Bird-in- Bandy  Pa ., 

April  2y  1879. 

Willis  B . Musser , 

To  Elim  I.  Stout , Dr. 


For  I/amber  used  m Repairing  Store-roomy 

6 

50 

4 Locks , % 84 y @ .65 

2\ 

60 

4 Mort.  Knob  Latches , $ 0,  @ .60 

2\ 

40 

Screws , Nails , etc . 

*\ 

75 

7 days  Labor , @ 1.50 

10 

50 

23 

75 

• Received  Payment , 

Elim  I.  Stout. 

A COO  TOTTS  CURRENT . 

33.  An  Acccmritf  Current  is  a written  statement  in  detail  of 
the  business  transactions  between  two  persons  for  a given  time, 

Note.— The  account  current  is  made  by  the  merchant  for  the  informa- 
tion of1  his  customer,  and  generally  with  a view  to  settlement.  With 
houses  having  extensive  dealings,  it  is  used  in  averaging  times  of  pay- 
ment, adjusting  differences  in  interest,  etc. 

34.  FORM  OF  ACCOUNT  CURRENT. 

Strasburghy  Pa.>  April  30 , 1879. 

John  A.  MyerSy 

In  account  with  George  L.  Eberman. 


1879 

Dr. 

Apr 

1 

To  25  yds.  CalicOy 

@ .70 

2 

50 

5 

3y2  “ Broadclothy 

@ 4.50 

15 

75 

15 

100  “ Sheeting , 

@.ny 

11 

50 

27 

20  lbs.  Nails, 

@ .04 

80 

SO 

55 

Or. 

Apr 

5 

By  6 Watering  Canst 

@ 1.25 

7 

50 

20 

Cashy 

15 

22 

50 

Balance  duey 

8 

\ 

05 

1 
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Note.— The  foregoing  simple  form  shows  how  the  account  current  is 
usually  made.  It  is,  however,  modified  to  suit  the  nature  of  the  business. 

EXERCISES  IN  WRITING  ACCOUNTS  AND  ACCOUNTS 
CURRENT. 

1.  A.  H.  Metzger,  of  Edinboro’,  Pa.,  works  12  days  at  haymaking 
for  William  Thompson ; wages  $1.75  a day.  He  presents  his  bill  July- 
24,  1880.  Make  out  the  bill. 

2.  John  MeMellen  works  at  carting  stones  11  days  for  Elias  Brown, 
Augusta,  Ga. ; wages  for  himself  $1.10  a day,  for  his  horse  and  cart  $1 
a day.  Make  out  the  bill,  dated  3d  April,  1879. 

3.  Mrs.  Mary  Taylor’s  account  with  Bowman  & Co.,  Dayton,  Ya.,  is 
as  follows  : Nov.  1,  1880,  she  bought  of  them,  5 lbs.  Tea  @ .90,  6 lbs. 
Coffee  @ .I834  ; Nov.  5,  she  bought  5 gals.  Syrup  @ .65, 18  lbs.  Sugar 
@ .08  ; Nov.  7,  she  paid  them  $5  on  % ; Nov.  10,  she  bought  34  lb.  All- 
spice @ .35.  Statement  to  be  made,  dated  Nov.  15. 

4.  Make  out  the  bill  presented  by  Henry  Martin,  Indiana,  Pa.,  to  B. 
Willis  Fair,  October  5,  1876,  with  these  items  : Henry  Martin  worked 
for  Mr.  Fair,  10  days  in  August,  20  days  in  September,  and  3 days  in 
October,  @$la  day.  Mr.  Fair  paid  him  $10,  September  25,  and  sold 
him  on  %,  4 bus.  Potatoes  @ .68  on  September  30. 

5.  James  Hibbs  bought  merchandise  of  Hugh  & Co.,  N.  Y.,  as  fol- 
lows : March  9,  1873,  600  yds.  Bl.  Cass.  © .50  ; May  12,  3 cases,  4736 
yds.  Lan.  Gingham  @ .10  ; June  19,  4 cases,  2821  yds.  Hamilton  De- 
laines @1 .20.  He  paid  them,  Mar.  20,  Cash  $247.25  ; Apr.  11,  Note  at 
30  ds.,  $400  ; and  July  10,  Cash,  $259.55.  Make  out  the  account  cur- 
rent, and  find  when  the  balance  is  due.  Ans.  $431 ; due  May  10. 


ACCOUNT  SALES. 

35.  An  Account  Sales  is  a written  statement  in  detail  of  goods 
sold  on  commission.  It  is  given  by  the  consignee  to  con- 
signor, and  includes  charges,  etc. 

Note. — An  account  sales  of  goods  sold  on  time,  should  state  tne  time 
allowed  for  payment,  as  well  as  the  date  of  the  sale;  and  it  should  be 
averaged , to  find  when  the  net  proceeds  become  due.  (See  any  written 
arithmetic.)  For  example,  the  net  proceeds  of  the  account  sales  sent  by 
A.  O.  Lyon  to  Wilson  & Gilbert  (see  page  27)  are  due  July  18.  If  A.  O. 
Lyon  pays  this  amount  ($4089.19)  before  July  18,  he  is  entitled  to  discount  ; 
if  he  pays  it  after  that  date,  Wilson  & Gilbert  are  entitled  to  interest. 


ACCOUNT  SALES. 
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36.  FORM  OF  ACCOUNT  SALES. 

Account  Sales  of  200  bbls.  Flour  and  500  bus.  Wheat , on  account  of 
7'aylor  & Go .,  Minneapolis , Minn. 


Mar 

5 

Sold  W.  A.  Clark  & Co., 

200  bbls.  Flour , @7.50 

1500 

300  bus.  Wheat , @1.05 

315 

1815 

13 

Sold  Joseph  Cooper , 

200  bus.  Wheat , @ 1.03 

206 

Charges. 

2021 

Mar 

2 

Paid  Freight , 

100 

6 

Storage , 

10 

50 

Com.,  2y2  % on  $2021, 

50 

53 

161 

03 

Balance  due  Taylor  & Co., 

1859 

9f 

F.  & 0.  E. 

Joseph  Mason. 

Atlantic  City , JSf.  J.,  March  13,  1875. 

EXERCISES  IN  WRITING  ACCOUNT  SALES. 

1.  Landis  & Stone,  Philadelphia,  received,  June  3,  1874,  from  H.  L. 
Pickel,  Bird-in-Hand,  Pa.,  to  be  sold  on  his  account  and  risk,  540  doz. 
Eggs,  250  lbs.  Poultry,  and  400  lbs.  Butter.  On  June  5,  they  sold 
Geo.  Bushong  100  doz.  Eggs,  @ .14,  and  250  lbs.  Butter  @ .21 ; and 
Isaac  Kendig  300  doz.  Eggs  @ .14,  and  250  lbs.  Poultry  @ .09.  On 
June  7,  they  sold  White  & Co.,  140  doz.  Eggs  @ .13}^,  and  150  lbs. 
Butter  @ .20.  An  account  sales  was  rendered  June  8.  Charges : 
Freight  $5.50,  Drayage  $2,  Storage  $2.25,  Commission  2%  % on  Sales. 

2.  O11  July  11, 1877,  Wilson  & Gilbert,  Beading,  Pa.,  shipped  to  A.  O. 
Lyon,  New  York,  to  be  sold  on  their  account  and  risk,  7500  bus.  Oats, 
2000  bus.  Corn,  and  50  bus.  Clover  Seed.  Commission,  2%  % on  sales. 
July  Ilf  A.  O.  Lyon  paid  Freight,  $300,  Drayage,  $10.50.  He  made 
the  following  sales  : July  14  ; 1000  bus.  Corn  @ .55,  to  E.  Smith,  on  % 
at  10  days.  July  16  ; 1000  bus.  Corn  @ .55,  and  25  bus.  Clover  Seed  @ 
$8.50,  to  Cox  & Co. ; received  from  them  $500  Cash ; balance  to  be  paid 
in  10  days.  July  16  ; 7500  bus.  Oats  @ .40,  and  25  bus.  Clover  Seed  @ 
$8,  to  Brown  & Bro.,  for  Cash.  An  account  sales  was  rendered 
July  16. 

Note. — See  note  under  Art.  35. 
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PBOMISSOBY  NOTES  AND  D BAFTS. 

NEGOTIABLE  PAPER. 

37.  Negotiable  Paper  (consists  of  promissory  notes  and  bills  of 
exchange,  or  drafts,  that  can  be  transferred  by  indorsement  or 
delivery.  Notes  and  drafts  are  negotiable  when  they  are  pay- 
able to  the  order  of  a payee,  or  to  bearer. 

38.  The  requisites  of  a negotiable  note  or  draft  are, — it  must 
je  in  writing,  the  promise  or  order  to  pay  must  be  definitely  ex- 
pressed, the  payee  must  be  distinctly  named  unless  it  is  payable 
to  bearer,  the  amount  must  be  a definite  sum  of  money,  and  the 
time  of  payment  must  not  be  uncertain. 


BILLS  RECEIVABLE  AND  PAYABLE. 

39.  A promissory  note  or  draft  for  which  value  is  to  be  re- 
ceived by  us,  is  called  a Bill  Beceivable.  It  is  another’s  written 
obligation  or  promise  to  pay,  and  can  be  made  payable  to  us  as 
payee , or  transferred  to  us  in  business. 

40.  A promissory  note  or  draft  for  which  value  is  to  be  paid 
by  us,  is  called  a Bill  Payable.  It  is  our  written  obligation  or 
promise  to  pay. 


THE  FACE  OF  A NOTE  OR  DRAFT. 

41.  The  face  of  a note  or  draft  is  the  sum  promised  or  ordered  to  be 
paid.  The  amount  should  be  expressed  in  both  words  and  figures. 

Note.— If  these  amounts  disagree,  the  amount  expressed  in  words  is 
taken,  or  the  note  or  draft  is  refused. 

MATERIALS  USED. 

42.  Good  white  paper  and  black  ink  should  be  used  in  writing  all 

inds  of  notes,  drafts,  and  other  commercial  papers. 

Note  1.  A note  or  draft  written  in  lead  pencil  is  legal ; but  for  obvious 
reason®  only  ink  should  be  used. 

Note  2.  A convenient  size  for  the  paper  on  which  a note  or  draft  (in- 
cluding checks,  bank  drafts,  etc.)  is  written,  is  as  follows : width,  about 
three  inches;  length,  about  the  width  of  ordinary  letter  or  foolscap 
paper — seven  or  eight  inches. 


PROMISSORY  NOTES. 


29 


PROMISSORY  NOTES. 

i 

43.  A Promissory  Note  is  a written  promise  for  the  payment 
of  money. 

PARTIES  TO  A NOTE. 

44.  The  person  who  promises  to  make  the  payment  is  called  the 
Maker.  The  person  to  whom  or  to  whose  order  the  payment  is  prom- 
ised is  called  the  Payee.  The  owner  of  a note  is  called  the  Holder. 

Note  1.  The  maker  is  sometimes  called  the  drawer , and  sometimes, 
though  not  frequently,  the  'promisor;  and  the  payee  is  sometimes  called 
the  promisee. 

Note  2.  The  maker  of  a promissory  note  signs  it;  and  the  note  is  said  to 
be  “made  in  favor  ” of  the  payee. 

KINDS. 

45.  A promissory  note  signed  by  one  person  is  called  an  Individual 
note.  It  is  written,  I promise  to  pay,  etc.  A note  signed  by  two  or 
more  persons  who  are  jointly  liable  for  its  payment,  is  called  a Joint 
note.  It  is  written,  We  promise  to  pay,  etc.  A note  signed  by  two  or 
more  persons  who  are  both  jointly  and  separately  liable  for  its  pay- 
ment, is  called  a Joint  and  Several  note.  It  is  written,  We  jointly  and 
severally  promise  to  pay,  or,  We,  or  either  of  us,  etc.  A note  signed  by 
a maker  and  one  or  more  persons  as  sureties,  is  called  a Principal  and 
Surety  note.  It  is  written,  I promise  to  pay,  etc. 

Note.— The  principal  and  surety  note  should  be  used  when  one  person 
signs  another’s  note  to  secure  the  payee  against  loss ; it  is,  however,  rarely 
used.  Notes  given  at  vendues  should  be  of  this  kind ; they  are  generally, 
however,  joint  and  several  notes.  (See  note,  page  35.) 

TIME  OF  PA  YMENT. 

46.  A Time  note  is  one  made  payable  at  a specified  time.  When  the 
time  0^ payment  is  not  specified,  the  note  is  due  on  demand. 

Note  1.  The  payment  of  a note  payable  at  a specified  time  must  be  de- 
manded on  the  day  on  which  it  is  due.  If  payable  on  demand , it  should  be 
presented  for  payment  within  a reasonable  time.  See  note  under  Art.  102. 

Note  2.  A note  with  an  altered  date  is  not  negotiable. 

DAYS  OF  GRACE. 

47.  A note  payable  after  date  is  entitled  to  three  days*  delay  in  pay- 
ment, called  days  of  grace , unless  it  is  expressly  stated  there  shall  be 

no  grace. 
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Note  1.  If  the  last  day  of  grace  falls  on  Sunday  or  on  a legal  holiday,  the 
note  is  due  in  most  states  the  day  before.  But  if  there  is  no  grace,  and 
the  note  falls  due  on  Sunday  or  on  a legal  holiday,  it  is  not  payable  until 
the  next  day. 

Note  2.  A note  dated  March  20,  payable  in  sixty  days,  is  nominally  due 
May  19,  and  legally  due  May  22.  If  a note  is  payable  in  one  or  more 
months,  calendar  months  are  meant.  Thus,  a note  dated  March  20,  paya- 
ble in  two  months,  is  legally  due  May  23. 

Note  3.  A note  payable  on  demand  is  usually  not  entitled  to  days  of 
grace. 

PL  A CE  OF  PA  YMENT. 

48.  The  place  of  payment  of  a note  to  be  paid  at  a bank,  or  any 
other  specified  place,  should  be  named  in  the  note.  See  Art.  102.  If 
no  place  is  mentioned,  the  note  is  due,  either  at  the  place  of  residence 
or  at  the  place  of  business  of  the  payee. 

WITHO  UT  DEFAL  CA  TION,  ETC. 

49.  The  words  without  defalcation  should  be  inserted  in  notes  made 
in  Pennsylvania ; in  New  Jersey,  without  defalcation  or  discount 
should  generally  be  inserted. 

VAL  UE  RECEIVED. 

50.  The  words  value  received  are  usually  written  in  a note,  but  they 
are  not  absolutely  necessary.  If  they  are  omitted  and  the  defendant 
denies  having  received  value,  the  plaintiff  must  prove  that  he  has  re- 
ceived value  ; if  they  are  inserted,  the  defendant  must  disprove  it. 
They  should,  therefore,  be  inserted. 

r Note. — “Value  received,”  written  in  a note,  means  that  value  was  re- 
ceived by  the  maker  from  the  payee. 

INTEREST. 

51.  If  a note  is  to  draw  interest  from  date,  it  must  contain  the 
words  with  interest ; otherwise,  it  draws  interest  from  the  time  when 
,it  falls  due  until  it  is  paid. 

Note  1.  A simple  rule  for  finding  interest  at  6 (f0  is  as  follows:  Multi- 
ply dollars  by  days , and  divide  by  6000.  The  result  is  the  interest  in  dol- 
lars. 

Note  2.  Interest  for  any  time  less  than  a year,  is  generally  reckoned  on 
the  number  of  days.  See  Art.  107  for  a method  of  calculating  time. 

Note  3.  In  Pennsylvania,  Delaware,  Maryland,  and  some  other  states, 
the  legal  rate  of  interest  is  6 and  the  rate  allowed  by  contract  is  the 
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game.  In  New  Jersey,  the  legal  rate  is  6 %,  and  the  rate  allowed  by  con- 
tract, 7 %.  The  rates  differ  greatly  in  the  various  states. 

DISCOUNT. 

52.  The  bank  discount  of  a note  is  the  interest  on  the  face  from  the 
day  of  discount  to  the  day  of  payment. 

Note  1.  Banks  generally  charge  the  legal  rate  of  interest;  banking 
houses  and  private  persons  frequently  charge  other  rates. 

Note  2.  In  Pennsylvania,  Delaware,  Maryland,  Missouri,  and  the  Dis- 
trict of  Columbia,  the  day  of  discount  and  the  day  of  payment  are  both 
reckoned.  In  these  States,  the  time  of  discount  of  a sixty-day  note  is  64 
days  (including  the  three  days  of  grace).  See  Note  2)  Art.  51. 

IND  ORSEMENT. 

53.  The  payee  can  transfer  a note  payable  to  his  order  by  writing 
his  name  across  the  back.  This  is  called  Indorsement , and  the  payee 
has  become  an  Indorser.  The  person  to  whom  the  indorser  transfers 
the  note  is  called  an  Indorsee.  An  indorsee  may  also  transfer  the  note 
by  writing  his  name  below  that  of  the  former  indorser,  and  he  then 
becomes  an  indorser. 

54.  An  indorsement  in  blank  consists  simply  of  the  signature  of  the 
indorser,  and  makes  the  note  payable  to  bearer.  An  indorsement  in 
full  consists  of  an  order  to  pay  the  note  to  some  specified  person,  or 
his  order,  as  “Pay  to  Richard  Roe,  or  order,”  or  “Pay  to  the  order 
of  Richard  Roe,”  and  the  signature.  A special  indorsement  consists 
of  an  order  to  pay  the  note  to  some  specified  person  only , as  “Pay  to 
John  Doe  only,”  and  the  signature. 

55.  A note  payable  to  bearer  can  be  transferred  without  indorse- 
ment. 

ACCOMMODATION  NOTES. 

56.  An  Accommodation  Note  is  a note  in  which  one  person  lends  his 
name  to  another  without  consideration,  to  enable  him  to  obtain  money 
on  it.  It  is  generally  written  in  favor  of  the  person  who  lends  his 
name,  and  by  him  indorsed.  If  it  is  presented  at  bank  for  discount- 
ed this  is  usually  the  case),  it  should  be  made  payable  at  said  bank. 

57.  NORMS  OF  RROMISSORY  NOTES. 

1.  Individual  Time  Note. 

The  following  form  is  that  of  an  individual  note,  payable  after  date. 
Such  notes  are  frequently  given  in  business,  for  the  payment  of  mer- 
chandise, etc. 
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$ 1000 Bird-in-Hand,  Pa.,  April  16, 1879 . 
Sixty  days  after  date , 1 promise  to  pay  to  B.  N. 
T.  Anderson,  or  order,  One  Thousand  Dollars, 
without  defalcation,  value  received. 

Willis  B.  Musser. 


Not6  1.  In  the  foregoing  note,  Willis  B.  Musser  is  the  maker  and  B.  N.  T 
Anderson  is  the  payee. 

Note  2.  A note  given  by  a firm  is  considered  an  individual  note.  It  is 
written,  We  promise  to  pay,  etc.,  and  closes  with  the  signature  of  the  firm. 

Problem.— If  the  foregoing  note  were  discounted  at  bank  on  April  26, 
what  would  be  received  for  it?  Ans.  $991. 

2.  Joint  Note,  Payable  at  Bank. 


$2J00£Pq.  Strasburg,  Pa.,  July  24,  1873. 

Thirty  days  after  date , we  promise  to  pay  to  B. 
F.  Shaub,  or  order,  at  the  Strasburg  National 
Bank,  Twenty-one  Hundred  Dollars,  without  de- 
falcation, value  received. 

B.  N.  Lehman, 

A.  D.  Bowe. 


Problem.— Required  the  value  of  the  foregoing  note  on  July  24,  if  pre- 
sented for  payment  at  the  Strasburg  National  Bank;  on  August  26;  on 
August  15.  Required  its  value  October  1. 

Ans.  $2088.10 : $2100 : $2095.80 ; $2112.60. 

3.  Joint  and  Several  Note,  Payable  on  Demand. 


$1534^.  Chicago , III.,  May  14,  1880. 

For  value  received,  we  jointly  and  severally 
promise  to  pay  John  Jacob  Astor,  or  order,  Fif- 
teen Hundred  and  Thirty  four  T5^  Dollars,  on 
demand,  with  interest . 

C.  Vanderbilt, 
A.  T.  Stewart. 
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4.  Accommodation  Note, 


$ 1000 T0^.  Johnstown , Pa .,  0,  i££0. 

days  after  date , I promise  to  pay  E.  G. 
Lavers , <?r  order,  at  the  Johnstown  National 
Bank,  One  Thousand  Dollars,  without  defalca- 
tion, value  received. 

Credit  the  Drawer,  A , 8.  Brubaker , 

E.  G.  Lavers. 


Note  1.  A.  S.  Brubaker  wishes  to  borrow  $1000  for  sixty  days.  He  writes 
the  foregoing  note,  and  taking  it  to  E.  C.  Lavers,  gets  him  to  indorse  it. 
(See  the  first  form  given  under  Forms  of  Indorsement.)  The  note  is  now 
presented  at  bank  by  Mr.  Brubaker,  who  receives  the  face,  less  tbe  dis- 
count for  sixty-four  days  (see  Art.  52).  The  words,  “Credit  tbe  Drawer, 
E.  C.  Lavers,”  authorize  the  bank  to  pay  Mr.  Brubaker.  They  are  some- 
times omitted. 

Note  2.  An  accommodation  note  should  not  be  written  “with  interest.” 

Problem. — How  much  does  A.  S.  Brubaker  receive  for  the  foregoing 
note?  Ans.  $989.33. 

58.  FORMS  OF  INDORSEMENT. 

1.  Indorsement  in  Blank. 

The  following  indorsement  is  an  indorsement  in  blank : 


Note.— The  first  indorsement  should  generally  be  written  across  the 
back  of  the  left-hand  part  of  the  note,  about  an  inch  from  the  edge. 

2,  Indorsement  in  Full. 

Suppose  that  the  note  given  to  B.  F.  Shaub  by  B.  N.  Lehman  and 
A.  D.  Rowe  (see  second  form,  Art.  57)  be  transferred  by  him  to  Israel 
Heilman,  and  by  Mr.  Heilman  presented  to  the  bank  for  collection  or 
3 
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discount.  It  will  have  the  following  indorsements ; the  first  of  which 
is  an  indorsement  in  full,  and  the  second  an  indorsement  in  blank  : 


Note.— The  indorsement  of  non-negotiable  or  overdue  paper  creates  the 
i elation  of  indorser  and  indorsee  between  the  payee  and  the  person  to 
whom  it  is  transferred,  but  does  not  make  it  negotiable.  It  is  virtually 
an  order  on  the  maker  or  drawee  for  the  amount  due  upon  it. 

EXERCISES  IN  WRITING  PROMISSORY  NOTES. 

1.  Write  a promissory  note,  with  yourself  as  maker,  in  favor  of 
Roger  Williams,  for  $350,  payable  in  60  days. 

2.  Boyd  & Adams,  Lancaster,  Pa.,  gave  Myers,  Brown  & Co.,  on  the 
1st  of  April,  1880,  a promissory  note  for  $875^-,  payable  at  the 
Farmers’  National  Bank,  in  3 months,  with  interest  at  6 %.  Write  the 
note.  Write  an  indorsement  in  full,  transferring  the  note  to  Lukens 
& Co.  Write  an  indorsement  in  blank  made  by  Lukens  & Co.,  when 
the  note  is  deposited  at  bank  for  collection. 

3.  On  October  6,  1879,  John  H.  Landis,  of  Millersville,  Pa.,  sold  at 
public  sale, — 

A horse  for  $183.50,  and  a set  of  harness  for  $16.25,  to  G-.  S.  Har- 
rison. A buggy  for  $69.50,  to  William  Anderson.  A cow  for  $34, 
3 tons  of  hay  @ $13.50  a ton,  and  a wagon  for  $21.75,  to  Samuel 
Edwards. 

The  conditions  of  the  sale  provided  that  notes  with  approved  secur- 
ity, payable  in  six  months  at  the  Farmers’  National  Bank  of  Lan- 
aster,  could  be  given  for  all  purchases  over  $25.  Joint  and  several 
lOtes  were  given  in  payment  of  the  foregoing  purchases,  Mr.  Harrison 
becoming  security  for  Messrs.  Anderson  and  Edwards,  and  Mr.  An- 
derson for  Mr.  Harrison.  Write  the  notes. 

These  notes  were  discounted  at  bank  October  13,  1879.  What  was 
Aieir  value  ? 

4.  On  January  3,  1880,  Joseph  H.  Cummings  presents  at  the  bank- 
ing house  of  Wise,  Davidson  & Co.,  of  Williamsport,  Pa.,  a note  at 
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thirty  days  for  $500,  with  Andrew  White  as  indorser,  for  discount. 
Write  the  note  and  the  indorsement.  Reckon  the  amount  received 
for  it.  (See  Art.  56. ) 

5.  When  the  foregoing  note  falls  due,  Mr.  Cummings  pays  $100  on  it, 
and  gives  his  note  at  thirty  days  with  the  same  indorser  for  $400, 
receiving  the  first  note.  Write  the  second  note  and  the  indorsement. 

Mr.  Cummings  pays  the  bank  the  discount  of  the  second  note. 
Rind  the  amount  paid. 

6.  Write  a joint  note,  with  Henry  Adams  and  James  Thompson, 
outh  Bend,  Ind.,  as  makers,  in  favor  of  Mrs.  Mary  Good,  for 

$1000;  date- of  note,  January  1,  1884;  payable  one  year  after  date. 

Note. — If  the  notes  given  to  John  H.  Landis  (see  Exercise  No.  3)  had 
been  principal  and  surety  notes,  the  first  one  would  have  been  written 
as  follows : 

$199  Miller sville,  Pa.,  6 October,  1879. 

Six  months  after  date,  I promise  to  pay  John  II.  Landis  or  order,  at  the 
Farmers'  National  Bank,  Lancaster,  Pa.,  One  Hundred  and  Ninety -nine 
An  Dollars,  without  defalcation,  value  received. 

G.  S.  Harrison, 

William  Anderson,  Surety 


CERTIFICATES  OF  DEPOSIT. 

59.  A Certificate  of  Deposit  is  a certificate  sometimes  given  by  banfcs 
to  persons  who  deposit  funds  with  them.  It  is  of  the  same  character 
as  a promissory  note,  and  may  be  transferred  in  like  manner. 

60.  FORM  OF  CERTIFICATE  OF  DEPOSIT. 


$2000 Lancaster,  Pa.,  June  1 , 1880. 
Farmers’  National  Bank. 

S.  B.  Simpson  has  deposited  in  this  bank 

Two  Thousand Dollars, 

payable  to  the  order  of  himself on  the  re- 

turn of  this  Certificate  properly  indorsed. 

No.  87.  A.  B.  White , Cashier. 


Note.— When  interest  is  to  be  paid  on  the  deposit,  it  must  be  so  state# 
in  the  certificate. 
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DBAFTS. 

61.  A Draft , or  Bill  of  Exchange , is  a written  order  for  the 
payment  of  money. 

Note.— Drafts  are  frequently  called  Bills  of  Exchange  ,\and  the  subject 
in  arithmetic  treating  of  drafts  is  called  Exchange. 

PARTIES  TO  A DRAFT. 

62.  The  person  who  orders  the  payment  to  be  made  is  called  the 
Drawer.  The  drawer  signs  the  draft.  The  person  ordered  to  make 
the  payment  is  called  the  Drawee.  The  person  to  whom  or  to  whose 
order  the  draft  is  payable,  is  called  the  Payee.  The  owner  of  a draft 
is  called  the  Holder , and  the  person  remitting  the  amount  is  called  the 
Remitter. 

Note.— The  drawer  is  sometimes,  though  seldom,  called  the  maker. 

KINDS. 

63.  Drafts,  or  Bills  of  Exchange,  are  of  two  kinds,  Foreign  and 
Inland.  Foreign  bills  are  those  which  are  drawn  or  payable  in  a foreign 
country.  Inland  bills  are  drawn  and  payable  in  the  same  country. 

Note  1.  Parsons  says  that  “for  this  purpose,  each  of  our  states  is  foreign 
to  the  others  ; ” but  in  practice,  drafts  drawn  in  one  state  and  payable 
in  another  are  usually  regarded  as  inland  bills. 

Note  2.  Foreign  bills  are  generally  written  in  sets  of  three,  in  such  a 
manner  that  the  payment  of  one  renders  the  others  void.  They  are  sent 
by  different  routes,  to  insure  the  safe  arrival  of  one,  and  none  but  the 
first  that  arrives  is  honored.  Foreign  bills  are  generally  drawn  in  the 
currency  of  the  country  to  which  they  are  sent. 

TIME  OF  PA  YMENT. 

64.  A Time  draft  is  one  drawn  payable  at  a specified  time  after  sight 
or  after  date.  A Sight  draft  is  one  drawn  payable  “at  sight/’  or  on 
demand.  When  the  time  of  pa?  ment  is  not  specified,  the  draft  is  pay- 
able on  demand. 

Note  1.  The  term  sight  refers  tc  the  time  when  the  draft  is  presented  to 
the  drawee  for  payment  or  acceptance.  See  Art.  68. 

Note  2.  The  payment  of  a draft  payable  at  a specified  time  must  be  de- 
manded on  the  day  on  which  it  is  due.  If  payable  on  demand  or  at  sight, 
it  should  be  presented  within  a reasonable  time. 

DAYS  OF  GRACE. 

65.  A draft  payable  after  sight  or  after  date  is  entitled  to  three  days 
of  grace , unless  the  contrary  is  expressly  stated.  See  Art.  47,  and 
notes  under  it. 


DRAFTS. 


37 


Note.— Sight  drafts,  including  checks  and  hank  drafts,  are,  usually,  not 
entitled  to  days  of  grace. 

PL  A CE  OF  PA  YMENT. 

66.  The  place  of  payment  of  a draft  to  he  paid  at  a hank,  or  any 
other  specified  place,  should  be  named  in  the  draft,  or  in  the  accept- 
ance. See  Art.  48. 

VAL  UE  RECEIVED. 

67.  The  words  value  received  are  usually  written  in  a draft,  for  the 
same  reason  that  they  are  written  in  a promissory  note.  See  Art.  50. 

Note.— “Value  received,”  written  in  a draft,  means  that  value  was  re- 
ceived from  the  payee  by  the  drawer.  But  if  the  hill  is  payable  to  the 
order  of  the  drawer,  it  means  that  value  was  received  by  the  acceptor  from 
the  drawer. 

ACCEPTANCE. 

68.  A draft  drawn  payable  after  sight  must  be  presented  to  the 
drawee.  If  he  agrees  to  pay  it,  he  writes  “ Accepted”  across  the 
face,  and  below  this  word,  the  date  and  his  signature.  The  drawee 
thus  becomes  the  Acceptor , and  the  draft  is  called  an  Acceptance.  An 
acceptance  is  of  the  same  character  as  a promissory  note,  as  the 
drawee,  by  “ accepting”  the  draft,  legally  promises  to  pay  it. 

Note.— A draft  drawn  payable  after  date  may  also  be  presented  to  the 
drawee  for  acceptance. 

69.  A draft  accepted  or  paid  is  said  to  be  honored.  If  the  drawee 
refuses  or  fails  to  accept  or  pay  a draft,  it  is  dishonored , and  the 
drawer  is  held  responsible  and  should  be  notified  without  delay. 

IND  ORSEMENT. 

70.  A draft  payable  to  the  order  of  the  payee,  or  to  bearer,  can  be 
transferred  in  the  same  manner  as  a promissory  note.  See  Art.  53,  etc. 

71.  FORMS  OF  DRAFTS. 

1.  Sight  Draft. 

} 

Bird-in- Hand , Pa .,  April  4,  1879 . 

At  sight , pay  to  the  order  of  M.  I.  Taylor , 

Ninety  five  ^ Dollars , value  received , and  charge 
to  my  account. 

To  K.  L.  Andre , Willis  B.  Musser. 

New  Holland , Pa. 
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Note  1.  In  the  foregoing  draft,  Willis  B.  Mnsser  is  the  drawer , K.  L. 
Andre  is  the  drawee , and  M.  I.  Taylor  is  the  payee. 

Note  2.  This  draft  is  given  Upon  the  supposition  that  Willis  B.  Musser 
owes  M.  I.  Taylor,  and  is  owed  by  K.  E.  Andre.  He  orders  K.  L.  Andre  to 
pay  M.  I.  Taylor.  Two  debts  are  paid  at  one  time  by  this  means,  and  the 
trouble  and  risk  of  sending  money  avoided. 

2.  Payable  after  Sight. 


$645^.  West  Chester , Pa.,  April  1,  1880. 
At  ten  days ’ sight,  pay  to  D.  M.  Sensenig , or 
order,  at  the  Williamsport  National  Bank,  Six 
Hundred  and  Forty-five^  Dollars,  value  re- 
ceived, and  charge  to  the  account  of 

To  A.  D.  Hower,  Geo.  L.  Mans. 

Williamsport,  Pa. 


3.  Acceptance. 

The  foregoing  draft  must  be  presented  or  sent  to  the  drawee,  A.  D. 
Hower,  for  his  acceptance.  If  he  “accepts”  it,  he  does  so  by  writing 
across  the  face  of  the  draft,  Accepted,  with  the  date  and  his  signature 
(see  Art.  68),  as  follows : 


$645Ty\j.  © West  Chester,  Pa.,  April  1,1880. 

At  ten  £ days'  | sight,  pay  to  D.  M.  Sensenig, 
or  order,  -g  at  the  ^ Williamsport  National  Bank, 
Six  Hun  ^ dred  ^ and  Forty-five  T7^  Dollars, 
value  re  | ceived,  ^ and  charge  to  the  account  of 
1 Geo.  L.  Maris. 

To  A.  ^ D.  Hower,  Williamsport , Pa. 


N ote.— This  draft  is  due  thirteen  days  after  the  date  of  the  acceptance, 
allowing  three  days  of  grace  (see  Art.  65).  It  should  be  sent  by  D.  M 
Sensenig,  after  he  has  indorsed  it  (see  Art.  70),  through  the  bank  with 
which  he  transacts  business,  to  the  Williamsport  National  Bank,  shortly 
before  the  time  when  it  falls  due.  It  is  customary  to  write  to  the  acceptor 
at  the  same  time,  informing  him  that  his  acceptance  has  been  deposited 
f'xr  collection. 

Problem. — If  Mr.  Sensenig  had  presented  the  foregoing  draft  at  bank  on 
\pril  8,  for  discount,  what  would  he  have  received  for  it?  Ans.  $644.78. 
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4.  Sight  Draft,  Payable  at  Bank. 

The  following  draft  illustrates  the  form  commonly  used  when  one 
person  “draws”  on  another  who  owes  him  money. 


575 T%V  Minneapolis , Minn.,  Feb.  21,  1871. 

At  sight , pay  to  the  order  of  First  National 
Bank,  Five  Hundred  and  Seventy-five  Dollars , 
value  received,  and  charge  to  the  account  of 
To  S.  G.  Behmer,  Taylor  & Pillsbury. 

Miller sville,  Ban.  Go.,  Pa. 

Payable  at  Farmers'  Nat.  Bank, 

Lancaster , Pa. 


Note  1.  On  February  21, 1871,  Taylor  & Pillsbury  shipped  to  S.  G.  Behmer, 
100  bbls.  Flour,  @ $5.75 ; and  on  the  same  day,  they  drew  on  him  for  $575. 
The  foregoing  draft  was  sent  with  the  indorsement  of  the  cashier  of  the 
First  National  Bank  of  Minneapolis,  to  the  Farmers’  National  Bank  of 
Lancaster,  Pa.  Mr.  Behmer  paid  the  draft  there,  receiving  it  with  the  in- 
dorsement of  an  officer  of  the  bank.  The  First  National  Bank,  upon  re- 
ceiving a draft  for  the  amount  from  the  Farmers’  National  Bank,  or  upon 
being  notified  by  said  bank  that  the  draft  was  honored,  paid  Taylor  & 
Pillsbury. 

Note  2.  Mr.  Behmer  could  also  have  paid  for  the  flour  by  check  or  bank 
draft. 

5.  Foreign  Draft. 

The  following  bill  is  one  of  a set  of  exchange  : 


Exchange  for  £175.  Philadelphia,  Pa.,  Sept.  10,  1869. 

At  sight  of  this  First  of  Exchange  ( second  and  third 
of  the  same  tenor  and  date  unpaid),  pay  to  the  order  of 
Thomas  B.  Baker,  One  Hundred  and  Seventy-five 
Pounds  Sterling,  value  received,  and  charge  to  the  ac- 
count of  Drexel  & Go. 

To  Baring  Bros.,  London,  England. 
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72.  FORMS  OF  INDORSEMENT. 
1.  Indorsement  in  Blank. 
The  following  is  an  indorsement  in  blank  ; 


S 


Note.— The  foregoing  indorsement  is  put  on  the  draft  given  by  Willis 
B.  Musser  to  M.  I.  Taylor,  when  it  is  transferred  to  the  drawee,  K.  L. 
Andre.  It  will  be  held  by  Mr.  Andre  as  evidence  that  part  of  the  debt  due 
Mr.  Musser  has  been  paid. 

2.  Indorsement  in  Full. 

The  following  is  an  indorsement  in  full : 


EXERCISES  IN  WRITING  DRAFTS. 

1.  Write  a sight  draft  with  yourself  as  drawer,  Jonathan  Edwards 
as  payee,  and  Calvin  Townsend,  Esq.,  Rochester,  N.  Y.,  as  drawee, 
for  $300.  Write  an  indorsement  in  full,  by  which  the  payee  transfers 
the  bill  to  Cotton.  Mather.  Write  an  indorsement  in  blank,  by  which 
the  bill  is  made  payable  to  bearer. 

2.  O.  Palmer,  of  Pittsburgh,  Pa.,  draws  on  Jas.  B.  McJunkin, 
Butler,  Pa.,  for  $850^..  The  draft  is  dated  January  19,  1878,  and  is 
drawn  in  favor  of  James  Braden,  at  ten  days’  sight,  payable  at  the 
Butler  National  Bank.  It  is  accepted  January  23,  1878.  It  is  trans- 
ferred to  E.  McJunkin  by  an  indorsement  in  full,  and  by  him  in- 
dorsed in  blank  and  presented  at  bank.  Write  the  draft,  acceptance, 
and  indorsements. 
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3.  If  you  wish  to  send  E.  McJunkin,  Butler,  Pa.,  $5800,  by  means 
of  a draft  on  S.  B.  Wilson,  Beaver,  Pa.,  how  should  it  be  written  ? 

4.  On  April  3,  1880,  A.  N.  Baub,  Lock  Haven,  Pa.,  purchases  of 
Scribner  & Co.,  743  Broadway,  1ST.  Y.,  books  amounting  to  $375T%%, 
and  requests  them  to  draw  on  him  at  sight  for  the  amount  of  the  bill. 
They  do  so,  drawing  the  draft  in  favor  of  the  Pacific  Bank  of  Hew 
York,  and  ordering  the  drawee  to  pay  it  at  the  Lock  Haven  National 
Bank.  Write  the  draft. 

5.  T.  C.  Search  & Co.,  of  Milwaukee,  Wis.,  owed  C.  H.  Harding,  of 
Philadelphia,  $5000.  He  writes  two  drafts  dated  August  1,  1879,  pay- 
able to  the  Corn  Exchange  National  Bank,  one  at  twenty  days’  sight, 
and  the  other  at  thirty  days’  sight.  These  are  accepted  by  T.  C. 
Search  & Co.,  on  August  8, 1879,  and  are  presented  for  discount  at  the 
Corn  Exchange  National  Bank,  on  August  15.  Write  the  drafts,  and 
find  the  amount  received  for  each  by  C.  H.  Harding. 


CHECKS. 

73.  A Check  is  a sight  draft  upon  a bank  or  banking  house,  drawn 
by  a depositor. 

Note  1.  The  drawee  of  a check  is  the  bank  or  banking  house  upon  which 
it  is  drawn. 

Note  2.  The  drawer  of  a check  is  responsible  in  the  same  manner  as  the 
maker  of  a promissory  note. 

Note  3.  Checks  are  the  commonest  negotiable  paper  used,  and  a knowl- 
edge of  them  is  indispensable  in  any  ordinary  business. 

DATE. 

74.  A check  should  never  be  “dated  ahead.”  A check  payable  on  a 
“ day  certain,”  as  Payable  October  15,  is  not  entitled  to  days  of  grace  ; 
but  a “check”  payable  a specified  number  of  days  after  date,  is  en- 
titled to  days  of  grace.  Checks  not  dated  are  dated  by  the  bank  upon 
the  day  they  are  paid. 

Note.— It  is  bad  business  practice  to  give  checks  payable  at  a future  time. 

HO  W DR  A WN. 

75.  Checks  should  generally  be  drawn  payable  to  a payee  or  his 
order;  for  this  guards  against  loss  or  theft,  and  gives  the  drawer, 
when  the  check  is  paid,  the  receipt  of  the  payee. 
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Note  1.  Banks  sometimes  prefer  small  checks  that  are  given  to  em< 
ployes,  to  he  drawn  payable  to  bearer,  on  account  of  the  difficulty  ol 
identifying  the  payee. 

Note  2.  “ Or  bearer”  should  be  used  in  printed  checks,  as  the  word  order 
could  easily  be  changed  to  bearer , if  “or  order”  were  used,  and'the  check 
could  then  be  transferred  without  indorsement,  or  collected  by  some  one 
not  authorized  to  receive  the  money.  The  drawer  should  draw  his  pen 
through  the  word  bearer  and  write  order  above  it.  “ Pay  to  the  order  of” 
is  also  used.  A check  thus  written  could  not  be  altered  so  as  to  be  paid  to 
“bearer ;”  nor  could  it  be  drawn  payable  to  bearer  without  indorsement 

AMO  UNT. 

76.  In  case  of  a difference  between  the  written  amount  and  the  fig- 
ures, the  former  is  taken,  and  the  payee  must  receipt  on  the  back  of 
the  check  for  the  amount  paid  him. 

SIGNATURE . 

77.  The  signature  of  the  drawer  must  agree  with  that  in  the  Signa- 
ture Book  of  the  bank  (in  which  the  depositor  should  write  his  name 
on  opening  an  account). 

Note  1.  If  the  drawer  gives  his  name  to  the  bank  as  J.  T.  Smith,  and 
afterwards  signs  a check  as  Joseph  T.  Smith,  it  may  be  protested. 

Note  2.  A check  signed  by  one  person  for  another,  as  J.  T.  Smith,  per 
John  Brown,  must  be  accompanied  by  a power  of  attorney,  or  other  au- 
thorization. 

IND  ORSEMENT. 

78.  Checks  are  transferred  by  indorsement  in  the  same  manner  as 
promissory  notes  and  ordinary  drafts.  See  Art.  70. 

Note.— The  indorsement  on  U.  S.  Treasury  checks  and  pension  checks 
must  agree  letter  for  letter  with  the  name  written  on  the  face  of  the 
check;  and  when  the  payee  “makes  his  mark,”  it  must  be  attested  by 
two  witnesses. 

79.  Checks  indorsed  in  blank  are  payable  to  bearer,  and  may  be 
transferred  without  further  indorsement.  In  order  to  hold  a person 
from  whom  a check  is  received  responsible  for  its  payment,  he  should 
be  required  to  indorse  it. 

FORWARDING . 

80.  A check  should  be  presented  for  collection,  or  forwarded,  not 
later  than  the  day  after  it  is  received ; otherwise,  the  indorser  is  not 
usually  responsible  for  its  payment.  If  a bank  fails  after  the  holder 
of  a check  could  have  received  the  money  for  it,  the  loss  is  his. 
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PAYMENT ; ETC. 

81.  A bank  is  bound  to  pay  the  checks  of  depositors ; hence  a check 
requires  no  acceptance.  A depositor  can  stop  the  payment  of  a check 
at  any  time. 

82.  Checks  are  sometimes  “ certified’  ’ by  being  marked  good , with  the 
signature  of  an  officer  of  the  bank  ; and  it  is  then  bound  to  pay  them. 

83.  If  a bank  pay  a forged  check,  the  loss  is  generally  the  bank’s. 
If  it  pay  an  “ altered”  check,  it  can  charge  the  drawer  only  with  the 
original  amount,  unless  "the  check  was  so  carelessly  written  that  the 
alteration  was  easy.  In  such  a case  the  loss  falls  on  the  drawer. 

84.  forms  of  checks. 

1.  Written  Check, 

The  following  form  is  to  be  used  when  the  check  is  wholly  a written 
one : 


Lancaster , Pa .,  April  14,  1879. 
Farmers'  National  Bank  of  Lancaster , 
Pay  Reynolds  & Moore , or  order , 
Two  Hundred  and  Fifty  Dollars. 

P50&V  Willis  B.  Musser. 


2.  Blank  Check. 

For  the  convenience  of  depositors,  banks  issue  printed  blank  checks. 
They  are  generally  of  the  following  form  ; 


Note.— In  using-  a blank  check,  be  careful  to  fill  it  so  that  it  can  not  be 
altered.  If  the  written  amount  does  not  fill  the  space  left  for  it  on  the 
check,  draw  a line  across  the  unfilled  part.  See  that  the  figures  are  so 
written  that  they  can  not  be  changed.  See  note  under  Art.  75,  and  Art.  83. 
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85.  FORMS  OF  INDORSEMENT. 

Tlie  first  and  third  indorsements  here  given  are  indorsements  m 
*uU  ; the  second  and  fourth  are  indorsements  in  blank. 


Note.— Checks  to  be  deposited  at  bank  to  a holder’s  credit  often  contain 
the  words,  For  Deposit , or  For  Deposit  only , written  above  the  indorser’3 
signature.  Checks  thus  indorsed  are  received  by  banks  from  private 
parties  only  on  deposit.  They  can  not  be  transferred  to  private  parties. 

EXERCISES  IN  WRITING  CHECKS. 

1.  Write  a check  for  $200  in  favor  of  J.  Willis  Westlake,  drawn  on 
Reed,  McGrann  & Co.,  Bankers,  Lancaster,  Pa.  Endorse  it  in  blank. 

2.  If,  on  April  1,  1876,  you  pay  Joel  Miller  $75T8<&  by  check  on  the 
Strasburg  National  Bank,  how  should  the  check  be  written?  If  Joel 
Miller  transfers  the  check  to  Wm.  H.  Bachman,  by  an  indorsement  in 
full,  and  Wm.  H.  Bachman  presents  it  for  payment  at  the  bank,  and 
receives  the  money  for  it,  what  indorsements  must  be  put  on  it  ? 

3.  John  Harold  Lyte  bought  a suit  of  clothes  of  John  Wanamaker  <fc 
Co.,  Philadelphia,  on  17th  November,  1879,  paying  for  them  by  giving  a 
check  on  the  Farmers’  National  Bank,  Lancaster,  Pa.,  for  $25.  Write  it. 

4.  Henry  Johnson  gave  Ayres  & Son  a check,  drawn  on  the  First 
National  Bank  of  Norristown,  Pa.,  for  $175.  It  was  transferred  to  A. 
D.  Eisenhower  by  an  indorsement  in  full,  and  by  him  indorsed  in 
blank,  and  presented  at  the  bank  for  payment.  Write  the  check  and 
the  indorsements. 

5.  John  Binkley,  of  Bird-in-Hand,  Pa.,  pays  Amos  Longenecker 
240  by  check  on  First  National  Bank,  Lancaster,  Pa.  It  is  trans- 
erred  to  J ohn  Dunlap  by  an  indorsement  in  full,  and  by  him  trans- 
ferred to  Amos  Froelich  by  the  same  kind  of  indorsement.  Amos- 
Froelich  transfers  it  to  Calvin  Cooper  by  an  indorsement  in  blank,  and 
he  presents  it  at  bank,  and,  after  indorsing  it  in  blank,  receives  the 
money  for  it.  Write  the  check  and  the  indorsements. 
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BANK  DRAFTS. 

86.  A Bank  Draft  is  a sight  draft  drawn  by  one  bank  or  banking 
house  upon  another.  It  is  preferred  to  a check  in  sending  money  to 
persons  who  are  not  acquainted  with  the  sender.  Bankers  generally 
honor  bank  drafts  more  readily  than  checks,  particularly  if  the  holder 
is  not  well  known  to  the  bank. 

87.  Bank  drafts  can  be  bought  at  any  bank.  A small  amount  in 
addition  to  the  face  (usually  25  cts.  for  each  $100)  is  generally  charged 
by  the  bank  for  the  trouble  of  sending  the  money,  etc. 

88.  FORM  OF  BANK  DRAFT. 


STATE  OF  KANSAS.  No.  28092. 

bh  wNew  mwimnk  ww, 

Biasp&ngton,  Kansas,  Oct.  27 , 1879. 

Pay  to  the  order  of  Henry  Coker , 

Five  Hundred T°^°o  Dollars. 

To  The  Central  National  Bank , V.  B.  Garretson, 

New  Tork.  Cashier. 

I — i , J 

Note.— On  October  27.  1879,  Henry  Coker,  of  Burlington,  Kansas,  de- 
uring  to  send  J.  L.  Lyte,  of  Lancaster,  Pa.,  $500,  bought  the  foregoing 
iraft  of  the  Burlington  National  Bank,  paying  the  bank  $501.25.  He  then 
indorsed  it  as  follows : Pay  to  J.  L.  Lyte , or  order , Henry  Coker,  and  sent 
it  to  Mr.  Lyte.  Mr.  Lyte  presented  it  at  the  banking  house  of  Bair,  Shenk 
& Co.,  after  indorsing  it,  and  received  the  money. 

This  draft  could  have  been  drawn  in  favor  of  J.  L.  Lyte,  but  the  fore- 
going method  is  generally  used  and  is  to  be  preferred.  Care  should  be 
waken  by  the  sender  of  the  draft  not  to  indorse  it  in  blank. 


POST-OFFICE  ORDERS. 

89.  A Post-office  Order  is  a sight  draft  drawn  by  a postmaster  in 
charge  of  a money-order  office,  upon  another  in  charge  of  the  same 
kind  of  office. 

Note.— A money-order  post-office  is  one  authorized  to  issue  and  pay 
post-office  orders.  The  object  of  the  government  in  establishing  these 
offices  is  to  secure  a safe  and  convenient  method  of  sending  small 
amounts  of  money  by  mail . 
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90.  Among  the  instructions  given  to  secure  the  safe  transmission  of 
money  hy  means  of  money-orders,  are  the  following  to  the  sender  : 

State  correctly  the  full  name  of  the  person  in  whose  favor  the  money- 
order  is  drawn. 

~ See  that  the  name  and  address  of  the  person  taking  out  the  order 
are  correctly  made  known  to  the  person  in  whose  favor  it  is  drawn. 

Never  send  the  order  in  the  same  letter  with  the  information  re- 
quired on  its  payment. 

91.  The  rates  of  commission  charged  for  money  orders  vary  from 
8 cents  for  an  order  of  $10  or  under  to  45  cents  for  an  order  of  $100. 

Orders  exceeding  $100  are  not  drawn  ; nor  can  one  person  obtain 
more  than  three  orders  of  $100  each  on  the  same  day,  playable  to  the 
same  person. 


POSTAL  NOTES, 

92.  Postal  Notes  are  notes  issued  and  received  at  money-order 
post-offices  for  all  sums  less  than  $5, 

Note.— A Postal  Note  costs  3 cents  in  addition  to  the  face.  It  is  pay- 
able to  bearer  at  the  office  of  issue  and  the  office  upon  which  it  is  drawn 
at  any  time  within  three  months  of  the  last  day  of  the  month  of  issue. 
It  must  be  receipted  for  by  the  person  who  presents  it. 


REMARKS  ON  NOTES  AND  DRAFTS. 

RESPONSIBILITY  OF  MAKER , ETC. 

93.  The  maker  of  a note  or  the  acceptor  of  a bill  is  bound  to  pay  it 
at  its  maturity.  He  may,  however,  hold  any  claim  against  the  payee 
that  he  would  have  for  an  ordinary  debt,  such  as  payment,  in  whole 
or  in  part,  etc.  But  these  claims  can  not  be  held,  if  the  note  or  bill  is 
transferred  for  value  before  it  matures,  to  a third  person  who  has  no 
knowledge  of  them.  After  it  has  matured,  a third  person  who  takes 
it,  does  so  with  the  risk  of  having  these  claims  deducted.  If  a note 
or  bill  is  lost  or  stolen,  the  maker  or  acceptor  must  pay  it,  if  the  com 
sideration  for  which  it  was  given  and  the  amount  can  be  proved. 

RESPONSIBILITY  OF  INDORSERS , ETC. 

94v  Every  indorser  does  three  things:  first,  he  orders  the  persons 
before  him  to  pay  to  his  indorsee  ; second,  he  promises  his  indorsee 
that  if  they  do  not  pay,  he  will ; and  third,  he  certifies  that  the  preced- 
ing indorsements  are  genuine. 
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95.  The  universal  rule  is,  that  an  indorser  or  a drawer  of  negotiable 
paper  promises  to  pay  it  only  if  the  maker,  acceptor,  or  some  previous 
indorser  does  not  pay  it  after  payment  has  been  demanded. 

96.  An  indorser  may  relieve  himself  from  responsibility  by  writing 
above  his  signature  the  words,  Without  recourse. 

97.  All  the  joint  payees  of  a note  or  bill,  if  they  are  not  partners, 
must  indorse  it. 

98.  An  indorsee  may  sue  any  one  of  those  whose  names  are  on  the 
note  or  bill  when  he  receives  it. 

99.  A person  who  fails  to  indorse  a note  or  bill  which  he  ought  to 
indorse,  can  be  compelled  to  do  so. 

100.  It  is  -common  in  commercial  cities  for  a person  to  make  a note 
or  bill  payable  to  his  own  order,  and  then  indorse  it  in  blank.  This 
paper  is  negotiable  without  further  indorsement. 

m DEMAND  FOR  PA  YMENT. 

101.  The  payment  of  a note  or  draft  payable  at  a specified  time, 
must  be  demanded  on  the  day  on  which  it  is  due.  If  payable  on 
demand  or  at  sight , it  should  be  presented  for  payment  within  a rea- 
sonable time. 

102.  Every  demand  for  payment  should  be  made  within  the  proper 
hours  of  business,  and  at  the  proper  place.  If  no  place  is  specified, 
the  demand  must  be  made  either  at  the  place  of  residence  or  at  the 
place  of  business  of  the  payee. 

Note.— If  a note  or  draft  is  not  presented  for  payment,  or  not  presented 
at  the  time,  or  to  the  person,  or  in  the  place,  or  in  the  way,  required  by 
law,  all  parties  but  the  maker  or  acceptor  are  generally  released  from  re- 
sponsibility. 

NOTICE , PROTEST , ETC. 

103.  If  a note  or  draft  is  not  paid  by  the  maker  or  acceptor  wdien 
properly  presented,  the  holder  must,  on  the  same  day,  notify  the 
person  who  is  immediately  responsible  for  the  payment,  or  cause  him 
to  be  notified ; otherwise,  he  is  released  from  responsibility.  Gener- 
ally but  not  necessarily,  this  notice  is  made  by  a notary  public  ; and 
when  thus  made,  it  is  called  a protest. 

NoteI.  If  payment  is  refused  on  a note  or  draft  with  one  or  more  in- 
dorsers, the  holder  may,  and  should  notify  all  those  responsible  for  the 
payment,  on  the  same  day  or  the  day  following.  Each  indorser  must  send 
notice  to  the  indorser  immediately  before  him,  on  the  day  on  which  he  re< 
ceives  notice , or  the  day  following.  A neglect  to  send  notice  usually  re- 
leases an  indorser. 
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Note  2.  A foreign  bill,  if  not  paid  when  properly  presented,  must  be 
protested. 

104.  Notice  must  be  given  even  to  one  wlio  has  knowledge  of  the 
failure  to  pay.  No  particular  form  is  necessary ; it  is  essential,  how- 
ever, that  the  note  be  distinctly  designated.  It  should  be  sent  by 
mail,  unless  the  parties  live  in  the  same  place. 

105.  If  two  or  more  persons  are  jointly  liable  as  partners,  notice  to 
one  is  enough. 

106.  An  indorser  may  waive  notice  by  writing  above  his  name,  “ I 
waive  notice,”  “I  hereby  waive  demand,  notice  and  protest  on  the 
written  note  (or  draft),”  or  “ Payment  of  the  written  note  (or  draft) 
guaranteed  on  (date).”  In  such  a case  he  is  held  for  the  note  without 
protest. 

Note.— Banks  will  protest  drafts  not  marked  “No  protest,”  if  not  ac- 
cepted; and  if  not  marked  “ Return  at  once,”  they  will  protest  ^econd 
time,  if  not  paid. 

TIME  WHEN  NOTES  AND  DRAFTS  FALL  DUE. 

107.  The  time  when  notes  and  drafts  fall  due  may  be  reckoned  by 
counting  the  number  of  days  from  the  date  of  the  note  or  draft  or  the 
date  of  discount  to  the  date  when  the  note  falls  due.  Thus  a sixty- 
day  note  dated  October  6,  is  legally  due  December  8.  It  may  also  be 
conveniently  and  quickly  found  by  the  following  Time  Table. 


Time  Table, 
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Explanation.— Each  of  the  numbers  in  the  foregoing  table  is  the  num- 
ber of  days  from  any  day  in  the  month  which  is  opposite  to  it  on  the  left 
to  the  same  day  of  the  month  which  is  over  it.  Thus,  the  number  of  day9 
from  March  29  to  June  29  is  92.  If  the  dale  to  which  we  reckon  is  greater 


DUE  BILLS  AND  ORDERS. 


49 


than  the  date  from  which  we  reckon,  the  difference  should  he  added;  if 
less,  it  should  be  subtracted.  Thus,  the  number  of  days  from  March  17  to 
June  29  is  92+12,  or  104  days ; from  March  29  to  June  6,  92—23,  or  69  days. 

One  day  must  be  added  in  leap  year  for  any  calculation  including  the 
hst  of  February  and  the  beginning  of  March. 

PROBLEMS. 

1.  How  many  days  from  July  24  to  November  24  ? From  May  31  to 
Aug.  15?  To  October  11  from  September  6?  From  December  3 to 
February  9?  From  July  21,  1878,  to  June  15,  1879  ? 

Am.  123 ; 76  ; 35  ; 68 ; 329. 

2.  When  will  a sixty-day  note,  dated  January  3,  1881,  be  legally 
due  ? A thirty-day  note,  dated  August  10  ? A draft  drawn  twenty 
days  after  sight,  accepted  May  23  ? Ans.  Mar.  7 ; Sept.  12  ; June  15. 

Note.— To  solve  the  first  problem,  find  in  the  column  opposite  January, 
the  number  nearest  63  (the  number  of  days  for  which  the  note  is  given, 
plus  the  days  of  grace).  This  is  found  to  be  59,  which  is  under  March, 
showing  that  fifty-nine  days  will  bring  the  time  to  March  3.  To  this  date 
add  four  days  (the  excess  of  63  over  59),  and  you  find  the  time  to  be 
March  7. 

3.  A note  due  April  18  was  discounted  March  4 ; required  the 

number  of  days  of  discount.  Am.  45. 

Note.— Let  the  teacher  give  other  problems,  to  make  the  pupils  familiar 
with  the  table. 


DUE  BILLS  AND  OBDEBS. 


DUE  BILLS. 

108.  A Due  Bill  is  a brief  written  acknowledgment  of  a debt.  It  is 
payable  on  demand,  unless  some  other  time  is  specified. 

109.  FORMS  OF  DUE  BILLS. 

1,  For  Money. 


Milford , Pa.,  July  18,  1880. 
Due  E.  H.  Mateer , or  order , on  demand , 
Sixty  Dollars. 

J.  L.  Dalrym'ple. 
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2.  For  Merchandise. 


Xenia,  0.,  August  27, 1879. 
Due  George  W.  Hough,  or  order,  Twenty - 
eight  T5<&  Dollars  in  Merchandise  from  my  store . 

Jason  Mercer . 


EXERCISES  IN  WRITING  D UE  BILLS. 

1.  Write  a due  bill  for  $10,  in  favor  of  Henry  Landis. 

2.  Write  a due  bill,  showing  that  on  April  1,  1884,  J.  B.  Martin  is 
entitled  to  $16^  in  mdse,  from  the  store  of  B.  Cooper,  Fairview,  Pa. 

3.  James  Taylor,  of  Coatesville,  Pa.,  gave  Wm.  Landis,  on  Oc- 
tober 27,  1869,  a due  bill  for  $15T5^,  payable  in  ten  days.  Write  it. 


OKDERS. 

110.  An  Order  is  a brief  written  request  or  demand  for  the  payment 
of  money  or  merchandise. 

Note.— An  order  may  be  transferred  by  indorsement. 

111.  A company,  or  corporation,  sometimes  instructs  its  treasurer  to 
pay  money  only  upon  the  presentation  of  an  order  signed  by  the 
proper  person  (frequently  the  secretary).  The  person  to  whom  the 
money  is  paid  is  required  to  receipt  for  it  by  indorsing  the  order  (i.  e ., 
signing  it  across  the  back).  The  order  thus  indorsed  is  the  treasurer’s 
voucher  for  the  funds  disbursed. 

Note.— Boards  of  School  Directors  generally  pay  all  bills,  including 
those  due  for  salary,  in  this  way. 

112.  FORMS  OF  ORDERS. 

1.  For  Money. 

Miller  smile,  Pa., 

July  22,  1869. 

Mr.  J.  G.  Pyle, 

Please  pay  J.  H.  Johnston 
Thirty  Dollars,  on  my  account. 

. TF  G.  Campbell. 


bRDERS. 
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2.  Given  by  a Corporation. 


505  Broadway , N.  Y., 
October  11,  1877 . 

Samuel  Weller , 

Treasurer  Mutual  Fire  Insurance  Go., 

Pay  to  Oliver  Twist , or  order,  Fifty-eight  Dol- 
lars, in  full  for  Salary  to  this  date. 

David  Copperfield,  Sec.  M.  F.  I.  C, 


3.  For  Merchandise. 


Miller sburg,  Pa., 
December  18,  1879 . 

J.  E.  App, 

Please  pay  E W.  Fishel  Ten  Dollars , in 
Merchandise,  and  charge  to  my  account . 

$10twu-  E.  K.  Eockenberry . 


EXERCISES  IN  WRITING  ORDERS. 

1.  Write  an  order  given  by  yourself,  directing  Janies  Wallace  to 
pay  A.  B.  Cornwall  $35. 

2.  On  Jan.  2,  1880,  Carbon  & Co.,  of  Carbondale,  Pa.,  gave  Mrs.  C. 
Cooper  an  order  on  Custer  & Conard  for  3 tons  Coal.  Write  the  order. 

3.  Christian  Eiseman  sold  the  State  Normal  School,  Millersville,  Pa., 
Nov.  20, 1878,  20  doz.  Eggs  @ .12 and  28  lbs.  Butter  @ .18,  receiving 
for  the  sale  an  order  given  by  J.  G.  Peters,  Chairman  of  the  House- 
hold Committee,  on  P.  W.  Hiestand,  Treasurer.  Write  the  order. 

4.  The  following  bills  were  presented  to  the  Board  of  School 
Directors  of  Lancaster  Township,  at  their  monthly  meeting  held  in 
Lancaster,  Pa.,  January  3,  1880  : 

A bill  for  Lumber,  $845.50,  by  Stehman  & Son. 

A bill  for  Kepairs  of  Wabanh  School,  *36.50,  by  Wm.  Aslicom. 

Orders  were  also  drawn  in  favor  of  the  following  teachers  for  one 
month’s  salary  : Jacob  F.  Frantz,  $60  ; A.  F.  Reiff,  $38  ; Emma  Smith, 
$45  ; Emma  L.‘  Trexler,  $56. 

Write  the  orders  drawn  by  Andrew  F.  Frantz,  Secretary,  on  Jacob 
M.  Frantz,  Esq.,  Treas.,  for  the  foregoing  amounts. 
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BUSINESS  LETTERS . 

113.  A Business  Letter , as  its  name  signifies,  is  a letter  on 
business.* 

IMPORTANCE  OF  SUBJECT. 

114.  The  ability  to  write  a good  letter  is  indispensable  in  business. 
A large  amount  of  business  is  transacted  through  the  mails ; important 
business  affairs  are  frequently  influenced  greatly  by  letters  written  by 
the  persons  interested ; and  lucrative  situations  have  been  secured  or 
lost  through  the  ability  or  the  inability  of  an  applicant  to  write  a good 
business  letter.  The  details  of  business  correspondence  can  be  fully 
learned  only  in  actual  business,  but  every  one  can  learn  to  write  in  a 
proper  manner  an  ordinary  business  letter. 


THINGS  CONSIDERED. 

115.  In  studying  the  subject  of  business  letters,  we  must  consider 
(1)  the  materials  to  be  used,  (2)  the  heading,  (3)  the  introduction,  (4) 
the  body  of  the  letter,  (5)  the  conclusion,  (6)  the  folding,  and  (7) 
the  superscription. 

MATERIALS. 

116.  The  materials  used  in  writing  should  be  good  white  letter  or 
note-paper,  white  or  buff  envelopes  (a  good  size  is  by  5%  inches), 
and  black  ink. 

Note. — Paper  with  the  writer’s  name,  business,  and  address  printed  at 
the  top  of  the  page,  is  in  common  use.  To  write  a letter  on  a half  sheet  is 
allowable  in  business. 

HEADING. 

117.  The  heading  should  state  the  post-office  address  of  the  writer, 
and  the  time  when  the  letter  is  written. 

Note.— The  heading  should  be  written  on  the  right-hand  side  of  the 
page,  and  should  begin  on  the  first  line  of  writing,  no  farther  to  the  left 
than  necessary  to  allow  the  last  line  of  the  heading  to  end  near  the  right 
edge  of  the  page.  It  may  occupy  one,  two,  or  three  lines.  If  letter-paper 
is  used,  each  succeeding  line  should  begin  about  an  inch  farther  to  the 
right  than  the  preceding  one ; if  note-paper  is  used,  the  distance  should 
not  be  so  great.  See  Art.  134. 

♦The  remarks  here  given  refer  to  business  letters  only.  For  a full 
treatment  of  the  subject  of  Letter  Writing,  the  pupil  is  recommended  to 
Btudy  “How  to  Write  Letters,”  a standard  work  by  Prof.  J.  Willis 
Westlake. 
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INTRO D UCTION. 

118.  The  introduction  should  contain  the  name  and  the  post-office 
address  of  the  person  written  to,  and  the  salutation,  or  complimentary 
address. 

119.  It  is  customary  to  use  a title  in  connection  with  the  name  of 
the  person  addressed.  If  one  has  no  specific  title,  as  Rev .,  Dr.,  or 
Prof.,  the  ordinary  title  of  Mr.,  Esq.,  Mrs.,  or  Miss  may  be  used. 
Care  should  be  taken  not  to  misuse  titles. 

Note  1.  The  arrangement  of  the  name  and  post-office  address  is  the  same 
as  that  of  the  heading.  The  name  and  title  of  the  person  addressed 
should  be  written  on  the  next  line  helow  the  heading,  beginning  at  the 
marginal  line.  (An  official  title  is  sometimes  written  on  the  line  below.) 
The  post-office  address  is  written  under  the  name  and  title,  and  may  oc- 
cupy one  or  two  lines.  It  should  be  followed  by  a period. 

Note  2.  The  name  and  post-office  address  of  the  person  addressed,  can 
be  written  after  the  signature,  if  it  is  preferred.  They  are  usually  thus 
written  in  England,  but  in  the  United  States,  business  men  generally 
prefer  them  to  follow  the  heading.  In  a short  letter,  the  English  method 
is  thought  by  many  to  look  better.  See  Art.  134.  It  is  said  by  some  that  to 
write  the  name  after  the  signature  is  regarded  as  more  respectful. 

120.  The  salutation  in  business  letters  is  generally  Dear  Sir  (or 
Sirs),  or  Dear  Madam  (or  Ladies).  Madam,  Sir,  My  Dear  Sir , 
and  Gentlemen , are  also  used.  The  last  term  should  never  be  con- 
tracted into  “ Gents,”  and  perhaps  should  not  be  used  at  all  in  a busi- 
ness letter.  Good  authority  sanctions  the  use  of  Madam  or  Dear 
Madam  in  addressing  an  unmarried  woman.  Miss  or  Dear  Miss 
should  not  be  used  unless  it  is  followed  by  the  lady’s  name. 

Note.— The  salutation  should  be  written  on  the  line  below  the  address 
(or  on  the  line  below  the  heading,  if  the  address  is  written  after  the  signa- 
ture). It  should  begin  as  far  to  the  right  as  the  other  paragraphs  of  the 
letter.  It  should  be  followed  by  a comma  if  the  body  of  the  letter  begins 
on  the  line  below,  or  a comma  and  dash  if  it  begins  on  the  same  line.  (A 
colon  is  sometimes,  though  not  very  frequently,  used  instead  of  a comma, 
after  the  salutation.) 

BODY  OF  THE  LETTER. 

121.  The  body  of  the  letter  should  state  the  business  to  be  commu- 
nicated clearly,  correctly,  and  concisely. 

122.  No  more  words  than  necessary  should  be  used,  but  care  must 
be  taken  not  to  make  the  letter  so  brief  that  it  will  be  in  any  degree 
obscure.  The  omission  of  needed  pronouns  and  verbs  is  both  wrong 
and  foolish. 


54 


BUSINESS  PAPERS  IN  COMMON  USE. 


123.  A business  letter  should  relate  to  business  only.  It  should  be, 
in  the  main,  self-explaining,  so  that  it  will  not  be  necessary  for  the  . 
person  who  receives  it  to  search  for  some  previous  letter  to  explain 
its  contents. 

Note  1.  The  beginning  of  the  body  should  generally  be  written  on  the 
line  below,  and  under  the  end  of,  the  salutation.  It  may  also  be  written 
on  the  same  line  as  the  salutation ; but  it  is  thought  that  this  arrangement 
does  not  look  so  well  as  the  one  first  suggested,  unless  the  introduction  is 
long.  See  Art.  142. 

Note  2.  A margin  of  about  three-quarters  of  an  inch  (not  more)  should 
be  left  on  the  left-hand^side  of  each  page  if  letter-paper  is  used.  A some- 
what narrower  margin  should  be  left  on  note-paper.  Paragraphs  should 
be  indented  about  the  width  of  the  margin.  The  marginal  line  and  the 
indentations  for  paragraphs  must  be  uniform. 

CONCL  TJSION. 

124.  The  conclusion  contains  the  complimentary  close  and  the  sig- 
nature. 

125.  In  business  letters  the  complimentary  close  is  usually  Yours 
truly , or  Yours  respectfully.  Very  is  sometimes  added,  as  Yours , very 
truly;  and  sometimes  the  order  of  the  words  is  changed,  as  Respect- 
fully yours.  “Yours,  &c.”  should  never  be  used-. 

Note  1.  The  complimentary  close  is  written  on  the  next  line  below  the 
end  of  the  body  of  the  letter,  and  should  begin  about  an  inch  to  the  left 
of  the  place  for  the  beginning  of  the  signature,  unless  the  signature  is 
very  short  or  very  long.  In  either  of  these  cases  the  close  should  be 
written  on  the  right-hand  side  of  the  page,  avoiding  crowding,  without 
particular  reference  to  the  signature.  See  Art.  134. 

Note  2.  The  signature  should  be  fully  and  plainly  written  on  the  next 
line  below  the  complimentary  close,  near  the  right  -hand  edge  of  the  page ; 
and,  if  not  too  long  nor  too  short,  it  should  begin  about  an  inch  to  the 
right  of  the  beginning  of  the  complimentary  close.  If  very  long  or  very 
short,  it  must  be  written  w'ithout  particular  reference  to  the  close.  The 
close  and  the  signature  should  not,  however,  begin  at  the  same  Vertical 
line. 

Note  3.  In  signing  business  letters  addressed  to  a stranger,  a single 
woman  should  write  the  word  Miss  (enclosed  in  parenthesis)  before  her 
name ; as,  (Miss)  Emily  D.  Walker.  A married  woman  should  use  Mrs . in 
the  same  manner;  as  (Mrs.)  Anna  O.  Lyon , or  Mrs.  Eli  W.  Lyon.  She 
generally  uses  the  second  form  if  her  husband  is  living,  but  may  use 
eitlier ; if  she  is  a widow  she  should  use  her  own  name. 

Note  4.  If  the  writer’s  post-office  address  is  not  fully  given  in  the  head- 
ing, it  should  be  written  under  the  signature.  It  is  customary,  however, 
to  write  the  address  in  the  heading  only. 
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FOLDING. 

126.  The  folding  of  a business  letter  is  a simple  operation,  as  the 
envelope  used  is  adapted  in  length  to  the  width  of  the  sheet. 

Note.— Note-paper  is  folded  by  turning  the  bottom  up  about  one-third 
of  the  length  of  the  sheet,  and  bringing  the  top  down  over  this,  taking 
care  that  the  sides  are  even.  The  folds  should  be  pressed  down  neatly. 
Letter-paper  is  folded  by  turning  the  bottom  edge  up  to  meet  the  top  (or 
as  nearly  so  as  is  necessary  to  fit  the  envelope),  and,  after  bringing  the 
right  edge  toward  the  body,  proceeding  as  in  the  folding  of  note-paper 
The  letter  is  inserted  in  the  envelope  by  putting  in  first  the  edge  las 
folded,  the  part  of  the  letter  last  folded  being  next  the  back  of  the  en 
velope. 

SUPERSCRIPTION. 

127.  The  superscription  consists  of  the  name  and  title  of  the  person 
to  whom  the  letter  is  written,  and  his  post-office  address. 

Note  1.  The  name  and  title  should  be  written  just  below  the  middle  of 
the  envelope,  beginning  near  the  left  edge,  if  long,  and  farther  to  the 
right,  if  short;  and  the  post-office  address  should  be  written  beneath,  each 
line  beginning  a little  farther  to  the  right  than  the  preceding  one,  so  that 
the  state  (or  the  city  if  the  state  is  not  given)  will  be  written  near  the 
lower  right-hand  corner.  See  Art.  134. 

Note  2.  Special- Request  Envelopes  are  frequently  used  by  business 
men.  On  these  envelopes  are  printed,  on  the  upper  left-hand  corner,  the 
name  and  address  of  the  sender,  with  a request  to  return  if  not  called  for 
in  a certain  time.  They  can  be  obtained  from  any  postmaster.  En- 
velopes containing  the  name,  address,  and  business  of  the  sender  are  also 
in  common  use. 

Note  3.  The  stamp  is  placed  on  the  upper  right-hand  corner  of  the 
envelope,  about  an  eighth  of  an  inch  from  each  edge. 

Note  4.  For  the  manner  of  punctuating  the  heading,  introduction,  con- 
clusion, and  superscription,  the  pupil  is  recommended  to  study  carefully 
the  forms  of  business  letters  given  on  the  following  pages. 

MISCELLANEOUS  SUGGESTIONS. 

128.  Every  business  letter  requiring  an  answer  should  be  replied  to 
promptly.  In  the  reply,  the  receipt  of  the  letter  should  first  be  ac- 
knowledged, and  afterward  all  the  points  requiring  attention  should 
be  considered. 

Note.— A stamp  tor  return  postage,  or  a stamped  and  addressed  en- 
velope, should  be  sent  with  a letter  requesting  an  answer  for  the  writer’s 
exclusive  benefit. 

129.  Care  should  be  taken  not  to  violate  any  of  the  rules  of  gram- 
mar, orthography,  or  punctuation.  Interlineations,  erasures,  blots. 
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cross-lines,  flourishes,  the  use  of  & or  for  and , etc.,  should  he 
avoided. 

Note.— It  is  proper  to  use  & in  a firm  name,  as  Scrooge  & Marley  ; hut  to 
use  is  never  right. 

130.  Copies  of  all  important  business  letters  should  be  kept  by  the 
writer.  All  business  letters  received  should  be  preserved,  until  there 
can  be  no  further  use  for  them.  No  important  business  matters 
should  be  communicated  by  means  of  “postal  cards.” 

Note  1.  Nearly  all  business  houses  have  a copying  press  for  the  purpose 
;>f  preserving  copies  of  important  letters. 

Note  2.  Postal  Cards  are  cards  issued  by  the  government,  to  afford  a 
cheap  means  of  communication  by  mail.  On  one  side  is  written  the  mes- 
sage ; on  the  other,  the  name  and  post-office  address  of  the  person  written 
to.  In  style,  the  communication  on  a postal  card  resembles  a telegram, 
clearness  and  brevity  being  the  only  essential  points.  The  postal-card 
should  not  be  used  for  important  or  secret  business  transactions,  as  it  may 
be  read  by  any  one  through  whose  hands  it  passes,  and  the  law  does  not 
provide  for  its  return  to  the  writer  if  the  person  addressed  is  not  found. 


KINDS  OW  JBTJSHSTIESS  LETTERS. 

131.  There  are  a great  many  kinds  of  business  letters,  the  most 
important  of  which  are  Mercantile  Letters . Under  the  heading  of 
Miscellaneous  Letters , are  included  Letters  of  Introduction,  Letters  of 
Credit,  Letters  of  Application,  Letters  of  Recommendation,  etc. 


MERCANTILE  LETTERS. 

132.  Mercantile  Letters  relate  to  merchandise  and  mercantile  trans- 
actions. Of  these,  the  commonest  are,  (1)  Letters  of  Inquiry  and 
Answers  to  them,  (2)  Letters  ordering  merchandise,  and  (3)  Letters 
accompanying  invoices,  price  lists,  etc. 

133.  Letters  ordering  merchandise  should  state  clearly  the  kind 
and  quantity  of  merchandise  wanted.  When  possible,  samples  of  the 
goods  should  be  sent,  with  the  price.  Directions  as  to  the  manner  of 
sending  should  also  be  given.  If  they  are  to  be  sent  by  express  or 
freight,  the  name  of  the  express  or  freight  station  should  be  stated. 
In  ordering  goods  from  a house  with  which  we  are  unacquainted,  we 
should  give  references,  or  order  the  goods  to  be  sent  “ C.  O.  D.” 

Note.— The  bill  for  goods  sent  “ C.  O.  D.”  must  be  collected  by  the 
Express  Co.  on  the  delivery  of  the  goods. 
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134.  FORMS  OF  MERCANTILE  LETTERS, i 
1.  Letter  op  Inquiry. 
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2.  Answer. 

92  Lake  St.,  Chicago,  III 

* Sept.  18, 1880. 

Mr.  William  Watson, 

Nebraska  City , Neb. 

Dear  Sir, 

In  reply  to  your  letter  of  the  15th  inst.,  we  forward  you  a 
catalogue,  and  take  pleasure  in  informing  you  that  our  discount  to 
teachers  is  20  per  cent,  on  all  books  purchased  from  us,  whether 
published  by  us  or  not.  Trusting  that  you  may  find  it  to  your  advar &- 
tage  to  order  of  us,  we  remain 

Yours  respectfully, 

Chas.  Custer  & Co. 

8.  Orber  for  Books. 

Nebraska  City,  Neb., 

25  September , 1880. 

Messrs.  Charles  Custer  & Co., 

92  Lake  St.,  Chicago,  III. 

Dear  Sirs , 

Please  send  me  at  your  earliest  convenience,  the  following 

books : 

10  copies  Brooks’s  Normal  Methods  of  Teaching. 

12  “ Underwood’s  Rand  Book  Eng.  Lit.,  Am.  Authors. 

1 “ Parsons’s  Laws  of  Business,  cloth. 

2 “ Mathews’s  Words,  Their  Use  and  Abuse. 

1 “ Webster’s  Unabridged  Dictionary. 

You  will  please  send  the  books  by  Adams  Express,  C.  0.  D.,  and  make 
the  deduction  of  20  per  cent.,  which  in  your  letter  of  the  18th  inst.  you 
stated  is  your  discount  to  teachers. 

Yours  respectfully , 

William  Watson. 

Note.— If  the  order  is  a long  one,  it  may  he  made  out  on  a separate 
sheet,  beginning  as  follows : 

Order  for  books  sent  by  William  Watson,  Nebraska  City,  Neb.,  Sept. 
25. 1879. 

The  letter  accompanying  the  order  should  be  written  as  follows : 

Dear  Sirs , — Mease  send  me  at  your  earliest  convenience  the  books  named 
in  the  inclosed  list , etc. 
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4.  Answer,  Inclosing  Invoice. 

92  Lake  St.,  Chicago,  III.,  Sept . 28,  1880. 

Mr.  William  Watson, 

Nebraska  City,  Neb. 

Dear  Sir, 

We  send  you  to-day  by  Adams  Express,  C.  0.  D.,  the  books 
ordered  in  your  letter  dated  September  25.  The  bill,  which  is  sent  with 
the  books,  amounts  to  Forty-two  Dollars 
Trusting  that  they  will  arrive  in  good  condition,  and  prove  satisfactory, 
we  are 

Yours  respectfully , 

4 Chas.  Custer  & Co. 

Note  1.  Let  the  pupil  make  out  the  invoice  to  accompany  the  goods. 
Cost  of  Normal  Methods,  etc.,  $1.75,  Eng.  Lit.,  $1.50,  Laws  of  Business,  $3, 
Words,  etc.,  $1.50,  Webster’s  Die.,  $12.  Dis.  20 
Note  2.  Persons  to  whom  goods  are  sent  should  always  be  notified  oi 
the  fact.  A blank  form  like  the  following  is  in  common  use : 

Chicago 18  • 

M 

Sir,— Enclosed  please  find  invoice  of  goods  amounting  to 

$ , which  we  forward  per  , Bill  oi 

Lading  accompanying,  according  to  your  order  dated 

The  goods  leave  us  in  good  condition,  and  we  trust  they  will  suit  you. 
If  anything  is  not  satisfactory,  please  inform  us  at  once. 

Yours  respectfully, 
John  Doe  & Co. 

5.  A Dunning  Letter. 

Atlanta,  Ga.,  June  5,  1875 . 

Lewis  Johnson,  Esq., 

Milledgeville,  Ga. 

Dear  Sir , 

We  beg  to  remind  you  that  on  the  15th  ult.,  we  sent  you  a 
statement  of  your  account,  requesting  you  to  transmit  us  a check  for  the 
amount  due,  or  direct  us  to  draw  on  you  in  the  ordinary  way. 

As  we  have  not  heard  from  you,  we  again  write,  asking  that  you  will 
give  the  matter  your  immediate  attention,  and  thus  greatly  oblige  us. 

Respectfully  yours, 

G.  Hood  Co. 
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EXERCISES  IN  WRITING  MERCANTILE  LETTERS. 

Note.— In  preparing  these  exercises,  the  pupil  should  write  part  of  tha 
letters,  at  least,  on  letter  or  note-paper.  Envelopes  should  be  directed,  or 
the  size  of  an  envelope  marked  off  on  paper,  and  this  paper  used  for 
directing.  Let  the  teacher  use  the  blackboard  to  explain  the  arrange- 
ment of  the, various  parts  of  the  letter.  Be  careful  about  the  punctuation. 
See  the  forms  for  the  manner  of  punctuating. 

1.  Write  to  John  Wanamaker,  13th  & Market  Sts.,  Philadelphia, 
asking  for  samples  of  black  silk.  (Use  your  own  name  and  post-office 

ddress. ) 

2.  Write  reply  of  John  Wanamaker,  sending  samples. 

3.  Write  a letter  to  John  Wanamaker,  ordering  3 yds.  black  silk, 
sample  enclosed ; to  be  sent  by  mail. 

4.  Write  reply  of  John  Wanamaker,  inclosing  invoice,  with  charge 
for  postage.  (Silk  $2.20  per  yd.,  postage  20  cents.) 

5.  Send  post-office  order  for  payment  of  bill. 

6.  On  May  3,  1880,  order  of  Warden  & Bro.,  Cleveland,  O.,  5 lbs. 
Aqua  Ammonia,  10  lbs.  Sulphuric  Acid,  lb.  Caustic  Soda,  8 lbs. 
Sulphate  of  Copper,  and  1 lb.  Sulphide  of  Iron.  To  be  sent  by 
Bitner’s  Line. 

7.  Write  reply  of  Warden  & Bro.,  dated  May  6, 1880,  inclosing  in- 
voice. Price  of  articles  per  lb. : 1st  article,  .10  ; 2d,  .03  ; 3d,  .50  ; 4th, 
.10  ; 5th,  .10.  Charge  for  boxing,  .25. 

8.  Write  to  Warden  & Bro.,  on  May  13,  stating  that  invoice  was 
received,  but  not  the  goods ; and  ask  them  to  make  inquiries,  etc. 

9.  Write  to  Warden  & Bro.,  on  May  15,  acknowledging  the  receipt 
of  the  goods. 


MISCELLANEOUS  BTJSHSTESS  LETTERS. 


LETTERS  OF  INTRODUCTION. 

135.  Letters  of  Introduction  should  be  short.  They  should  not  be 
used  to  introduce  an  unworthy  person  to  any  one,  nor  any  one  to  an 
unworthy  person.  As  they  are  generally  delivered  by  the  person 
introduced,  they  should  not  be  sealed. 

Note  1.  Great  care  should  be  used  in  writing  letters  of  introduction,  as 
the  writers  are  sometimes  held  responsible  pecuniarily  and  otherwise  for 
their  contents. 


LETTERS  OF  INTRODUCTION. 
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Noth  2.  The  superscription  of  a letter  of  introduction  is  the  same  as  if 
the  letter  were  sent  hy  mail,  with  the  addition  of  the  words,  “ Introduc- 
ing Mr.  A B written  in  the  lower  left-hand  corner  of  the 

envelope. 

136.  FORM  OF  LETTER  OF  INTRODUCTION. 

Union  Business  College , Phila.y 
October  19  y 1876. 

Mr.  William  Floyd , 

St.  Louis , Mo. 

Bear  Sir , 

Permit  me  to  introduce  to  you  the  bearer , Mr.  H.  M.  Herr , 
a graduate  of  this  Institution , who  desires  to  obtain  employment  in  your 
city  as  book-keeper . 

It  gives  me  pleasure  to  assure  you  that  he  is  a young  man  of  strict 
integrity  and  superior  business  ability , and  is  worthy  of  your  entire 
confidence.  Any  assistance  you  may  find  it  m your  power  to  render 
him  I shall  regard  as  a personal  favor. 

Very  truly  yours , 

F.  Ibach . 

EXERCISES. 

1.  Write  a letter,  introducing  Janies  Warren,  of  Cleveland,  O.  (who 
is  seeking  employment  as  a salesman),  to  William  Stewart,  Sacra- 
mento, Cal. 

2.  John  Johnson,  of  Phila.,  writes  on  Dec.  1,  1879,  a letter  to  Peter 
Strong,  of  Nashville,  Tenn.,  introducing  Andrew  Stubbs,  who  wishes 
to  engage  in  a general  commission  business  in  Nashville. 


LETTERS  OF  CREDIT. 

137.  A Letter  of  Credit  is  a letter  requesting  the  person  addressed  to 
credit  the  bearer  with  a certain  sum  of  money,  for  the  payment  of 
which  the  writer  becomes  responsible. 

Note  1.  Letters  of  Credit  are  frequently  combined  with  letters  of  intro- 
duction. 

Note  2.  Letters  from  a banking  house  in  one  country  to  one  or  more  in 
another,  directing  them  to  pay  to  the  person  in  whose  favor  the  letter  19 
written,  any  sum  required,  not  exceeding  a certain  amount,  are  also 
called  Letter e of  Credit.  They  are  frequently  used  by  travelers. 
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138.  FORM  OF  LETTER  OF  CREDIT. 

Scranton , Pa 13  JSfov 

Messrs.  Merryweather  & Co., 

999  Broadway , Wtfw  Pbr#. 

Dear  Sirs , 

Please  allow  Mr.  Ralph  Backstraw  a credit  for  such  goods  as 
he  may  select , to  an  amount  not  exceeding  two  thousand  dollars  {$2000). 
I will  be  responsible  to  you  for  the  payment  of  the  same , if  Mr.  Baclcstraw 
should  fail  to  pay  you  at  the  proper  time. 

You  will  please  to  inform  me  of  the  amount  for  which  you  give  him 
credit , and  in  default  of  payment,  notify  me  immediately. 

Very  respectfully  yours, 
Joseph  Porter. 

Balph  Baclcstraw' s signature, 

Ralph  Baclcstraw. 

EXERCISES. 

1.  Write  a letter  of  credit  to  James  Boyer  & Co.,  784  Walnut  St., 
Philadelphia,  in  favor  of  William  Trusty,  for  goods  to  the  amount 
of  |1000. 

2.  On  April  1,  1883,  S.  R.  Morse,  of  Atlantic  City,  N.  J.,  wrote  a 
letter  of  credit  to  Groodsell  & Cheapsides,  Newark,  1ST.  J.,  in  favor  of 
William  S.  Haverford,  for  books  and  stationery  to  an  amount  not 
exceeding  $500. 


LETTERS  OP  APPLICATION. 

139.  A Letter  of  Application  should  state  briefly  and  modestly,  the 
qualifications  and  experience  of  the  applicant.  It  should  be  written 
with  great  care,  by  the  applicant  himself,  as  it  is  a part  of  the  evidence 
of  his  fitness  for  the  position. 

140.  FORMS  OF  LETTERS  OF  APPLICATION. 

1.  Application  for  Clerkship. 

692  Wallace  St.,  Philadelphia , 
October  12,  I884. 

Dear  Sir, 

In  this  morning's  “ Ledger"  I find  your  advertisement  of  “a 
boy  wanted  in  a general  commission  house,"  and  I take  this  early  oppor- 
tunity to  apply  for  the  position. 


LETTERS  OF  APPLICATION. 
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1 am  seventeen  years  old,  and  understand  book-keeping,  single  and 
double  entry,  having  kept  my  father's  books  for  the  last  two  yeo,rs. 

Permit  me  tp  refer  you  to  Mr.  James  Brown,  Goal  and  Lumber  Mer- 
chant, 862  Delaware  St.,  Philadelphia. 

Yours  very  respectfully , 
Andrew  Cooper . 

Mr.  William  Atchison, 

984  Broad  St.,  Philadelphia. 

•2.  Application  for  Situation  as  Teacher. 

Newport,  Perry  Go.,  Pa., 

17  July,  1881 . 

Dear  Sir, 

Having  learned  that  there  is  a teacher  needed  in  one  of  the 
schools  of  your  city,  I hereby  make  application  for  the  position. 

I graduated  at  the  Peabody  Normal  School  in  1878,  and  have  since 
taught  the  English  branches  and  Latin  in  the  high  school  at  this  place . 

Inclosed  you  will  find  testimonials  from  Mr.  John  Warren,  County 
Superintendent  of  Schools,  and  the  Secretary  of  the  Board  of  Directors 
by  which  I have  been  employed.  I am  permitted  also  to  refer  to  Dr. 
William  Winter,  State  Superintendent,  and  Prof.  Henry  Hammer ly, 
Principal  of  the  Peabody  Normal  School. 

Yours  respectfully, 

(Miss)  Evelyn  Cooper. 

Mr.  James  Lamb, 

Superintendent  of  Schools, 

Pittsburgh,  Pa. 

EXERCISES. 

1.  J.  A.  Wheeler,  a salesman  for  ten  years  in  John  Brown’s  store, 
West  Chester,  Pa.,  applies  to  Conard  & Co.,  983  Market  St.,  Phila- 
delphia, for  a situation  as  salesman. 

2.  A.  J.  Young,  a graduate  of  Franklin  and  Marshall  College,  Lan- 
caster, Pa.,  and  a teacher  for  two  years  in  its  academic  department, 
makes  application  on  June  20,  1870,  to  the  Board  of  Control,  Kansas 
City,  Mo.,  for  the  position  of  principal  of  the  high  school,  enclosing 
recommendation  of  the  President  of  the  College,  Dr.  A.  Johnson, 
and  referring  to  the  Secretary  of  the  Board  of  Trustees,  A.  E. 
Hartman,  Esq. 
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LETTERS  OF  RECOMMENDATION. 

141.  A Letter  of  Recommendation  should  state  briefly  and  truly  the 
qualifications  and  character  of  the  person  recommended. 

Note.  — Letters  of  Recommendation  are  sometimes  combined  with 
Letters  of  Introduction. 

142.  FORM  OF  LETTER  OF  RECOMMENDATION, 

Peabody  Normal  School, 
Belle  Air , Pa,, 

81  July,  1881 . 

Mr.  James  Lamb, 

Superintendent  of  Schools, 

Pittsburgh,  Pa. 

Dear  Sir, — It  gives  me  pleasure  to  testify  to  the  character  and  qualifica- 
tions of  Miss  Evelyn  Cooper,  who  informs  me  that  she  has  written  to  you 
with  reference  to  a position  as  teacher. 

Miss  Cooper  was  graduated  by  this  institution  in  1878.  As  a student, 
she  was  industrious  and  faithful,  and  possessed  superior  ability.  She 
taught  with  great  success  in  our  training  school,  and  was  an  excellent 
disciplinarian.  Her  personal  character  is  above  reproach,  and  the  qual- 
ities of  firmness  and  gentleness  for  which  she  is  distinguished,  fit  her  in 
a marked  degree  for  the  profession  she  has  chosen.  I can  cordially 
recommend  her  for  the  position  for  which  she  has  applied. 

Tours  respectfully, 

Henry  Hammerly,  Principal. 

EXERCISES. 

1.  Having  no  longer  any  use  for  John  Simpson,  who  has  been  in  my 
employment  as  book-keeper  for  six  years,  I give  him  a letter  of  recom- 
mendation, addressed  to  Taylor  & Wesley,  36  Baltimore  St.,  Balti- 
more, Md. 

2.  Henry  Faithful,  a graduate  of  the  State  Normal  School  at 
Studentville,  West  Ya.,  desiring  to  apply  for  a situation  as  teacher 
in  the  Pleasant  Yalley  High  School,  receives  a letter  of  introduction 
and  recommendation  from  Edward  Good,  the  principal  of  the 
Normal  School,  to  Lloyd  Workman,  the  President  of  the  Board  of 
Directors. 


MISCELLANEOUS  LETTERS. 
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143.  MISCELLANEOUS  LETTEES  ( Continued ). 

1.  Inclosing  Subscription. 

La  Gramge , N.  C., 
Jan.  13,  1882 . 

Jb  the  Publisher  of  “ The  Musical  Million” 

Dayton,  Rockingham  Co.,  Va. 

Sir , 

Enclosed  you  will  find  a post-office  order  for  one  dollar w 

(^i2 * * 5A)  you  will  please  send  “ The  Musical  Million”  to  the 

following  persons : 

Miss  Mary  Cobb,  La  Grange , N.  C% 

Mr.  W.  A.  Price,  “ “ 

Rev.  E.  W.  Dietz,  “ “ 

Please  begin  with  the  first  number  of  the  present  volume . 

Tours  very  truly, 

F.  O.  Sutton . 

2.  Accepting  an  Agency. 

Williamsport,  Pa.,  1 Oct.,  1873 . 

National  Publishing  Co., 

Philadelphia. 

Sirs, 

Your  circular  letter  of  the  27th  ult.  is  received.  The  terms  you 
offer  to  agents  are  in  the  main  satisfactory,  and  I have  concluded  to 
accept  them.  Inclosed  you  will  find  a post-office  order  for  ten  dollars 
($10),  for  which  please  send  to  my  address , at  your  earliest  convenience , 
a complete  outfit  for  agents,  including  canvassing  book,  etc.  Any  sug- 
gestions that  you  may  make  in  regard  to  the  method  of  canvassing  a 
district  will  be  gratefully  received . Should  the  business  prove  to  be  lucra- 
tive, I may  engage  in  it  permanently.  I shall  send  lists  weekly  of  the 
books  sold,  and  keep  you  otherwise  informed  from  time  to  time  of  the 
progress  I am  making. 

Trusting  that  our  business  relations  will  be  pleasant,  I am,  very 
respectfully, 

Your  obedient  servant, 

5 Charles  Randolph. 
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3.  Resignation. 

Lancaster , Pa.,  June  15 , 1878 . 
To  the  Directors  of  the  Inquirer  P.  & P.  Co., 

Lancaster,  Pa. 

Gentlemen, 

I hereby  tender  my  resignation  as  General  Manager  of  the 
Tnquirer  P.  & P.  Co.  I desire  it  to  take  effect  June  30. 

Very  respectfully  yours, 

J.  James  Martin. 


Sir, 


4.  Request  for  Catalogue. 

Wadley,  Jefferson  Co.,  Ga ., 
Sept.  3,  1872 . 


Will  you  please  to  send  me  the  last  catalogue  of  the  school  of  which 
you  are  principal ? 


Prof.  A.  B.  Cedar, 
Schoolville,  Florida. 


Tours  very  respectfully, 

{Mrs. ) Henrietta  Boyd. 


1U.  MISCELLANEOUS  EXERCISES  IN  WRITING  BUSINESS 
LETTERS. 

Note.— Each  pupil  may  use  his  own  name  and  post-office  address,  unless 
otherwise  directed. 

1.  Order  of  A.  T.  Stewart  & Co.,  N.  Y.,  the  following  goods : 2 prs. 
Alexandre  Kid  Gloves,  No.  6>£,  15  yds.  Brown  Calico  (sample  en- 
closed), and  4 Linen  Handkerchiefs  @ 50^. 

2.  Write  the  letter  of  A.  T.  Stewart  & Co.,  when  the  goods  are  sent, 
O o O.  D.  (Kid  Gloves,  $1.25  a pair ; Calico,  12  cts.  a yd.,  etc.) 

3.  Write  a letter,  introducing  James  Brown,  a retail  merchant  of 

~,  to  the  wholesale  firm  of  William  Wilkins  & Co.,  Metropolis- 

ille. 

4.  Apply  for  the  position  of  principal  of  the  high  school  in  Macon, 
Ga.,  addressing  Henry  Simpson,  City  Superintendent  of  Schools. 

5.  On  March  29,  1887,  Wilson  Lyon,  Pittsburgh,  Pa.,  drew  on 
Palmer  & Co.,  Indiana,  Pa.,  in  favor  of  Anderson  & Son,  Bankers, 
Allegheny,  Pa.,  at  three  days’  sight,  for  Twenty-nine  Hundred  Dollars. 
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On  the  same  day  they  informed  Palmer  & Co.,  by  letter,  and  asked 
them  to  honor  -the  draft.  Write  the  Tetter  and  the  draft. 

6.  Write  to  Springer  & Co.,  Coatesville,  Pa.,  inclosing  statement  of 
account  (3  bbls.  Sugar,  ea.  230 — 18—212  lbs.  @ .10  ; 5 bags  Coffee,  ea. 
82 — 2—80  lbs.,  @ .14). 

7.  Write  reply  of  Springer  & Co.,  inclosing  check  on  Coatesville 
National  Bank  for  the  amount. 

8.  Write  to  J.  W.  Shoemaker,  A.  M.,  Philadelphia,  for  a catalogue 
of  the  National  School  of  Elocution  and  Oratory. 

9.  Edward  S.  Oldbury,  of  Meadville,  Pa.,  wrote  on  May  3,  1871,  to 
Darwin  & Co.,  Harrisburg,  Pa.,  asking  for  an  extension  of  time  for 
the  payment  of  his  account,  owing  to  an  unusual  depression  of  busi- 
ness. 

10.  Write  a favorable  reply ; an  unfavorable  reply. 


Review  Questions. 

1.  What  Business  Papers  are  in  common  use  ? 2.  How  should  the  signa- 
ture to  business  papers  be  written  ? 

3.  What  is  a Receipt  ? 4.  When  should  receipts  be  given  ? 5.  How  pre- 
served? 6.  What  should  be  the  size  of  the  paper  on  which  a receipt  is 
written  ? 7.  What  should  be  stated  in  a receipt  ? 8.  State  the  form  of  a 
receipt  for  money  paid  on  account.  9.  In  full  of  accounts.  10.  In  full  of 
all  demands.  11.  For  services.  12.  For  sundries.  13.  Guardian’s  receipt. 
14.  Receipt  for  note.  15.  Receipt  indorsed  on  note.  16.  For  Mdse. 

17.  What  is  an  Invoice?  18.  A bill  of  sales?  19.  A bill  of  parcels? 
20.  When  should  invoices  be  sent?  21.  How  are  they  preserved  ? 22.  How 
receipted  ? 23.  Describe  the  form  of  an  invoice. 

24.  What  is  an  Account?  25.  How  is  the  term  account  frequently  used? 
26.  Describe  the  form  of  an  account.  27.  What  is  an  Account  Current  ? 
28.  Its  use  ? 29.  An  Account  Sales  ? 

30.  Define  negotiable  paper.  31.  State  the  requisites  of  negotiable 
paper.  32.  What  is  a Bill  Receivable?  33.  A Bill  Payable?  34.  What  is 
meant  by  the  face  of  a note  or  draft?  35.  On  what  should  a note  or  draft 
be  written  ? 36.  The  size  of  the  paper  ? 

37.  What  is  a Promissory  Note?  38.  Describe  the  parties  to  a note. 
39.  The  kinds  of  notes.  40.  Time  of  payment.  41.  Days  of  grace.  42.  Place 
of  payment.  43.  In  what'state  are  the  words  without  defalcation  neces- 
sary? 44.  Without  defalcation  or  discount  ? 45.  What  effect  have  the  words 
value  received f 46.  When  will  a note  draw  interest?  47.  What  is  dis- 
count? 48.  Indorsement?  49.  Describe  the  kinds  of  indorsement.  50. 
What  is  an  Accommodation  Note?  51.  How  is  it  used?  52.  State  the 
form  of  an  Individual  Time  Note.  53.  Joint  Note.  54.  Joint  and  Several 
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Note.  55.  Accommodation  Note.  56.  Forms  of  Indorsement.  57.  What 
is  a Certificate  of  Deposit? 

58.  What  is  a Draft  ? 59.  Describe  the  parties  to  a draft.  60.  The  kinds 
of  drafts.  61.  Time  of  payment.  62.  Days  of  grace.  63.  Place  of  payment. 
64.  What  do  the  words  value  received  mean  ? 65.  What  is  an  Acceptance  ? 
66.  What  is  meant  by  honoring  a draft  ? 67.  How  are  drafts  transferred? 
68.  State  the  form  of  a Sight  Draft.  69.  A Time  Draft.  70.  An  Acceptance. 
71.  Forms  of  Indorsement.  72.  How  are  drafts  generally  used? 

73.  What  is  a Check?  74.  How  should  checks  be  dated ? 75.  How  drawn? 

76.  If  the  written  amount  and  the  figures  do  not  agree,  which  is  taken  ? 

77.  How  should  checks  be  signed?  78.  How  are  checks  indorsed?  79.  How 
are  checks  transferred?  80.  When  should  they  be  forwarded?  81.  Does 
a check  require  “acceptance?”  82.  How  are  checks  “certified?”  83.  What 
party  loses  if  a bank  pays  a forged  check?  84.  An  “altered”  check? 
85.  State  the  form  of  a check.  86.  Indorsements. 

87.  What  is  a Bank  Draft?  88.  How  are  bank  drafts  used  ? 89.  What  is  a 
Post-office  Order  ? A Postal  N ote  ? 

90.  Who  is  directly  responsible  for  the  payment  of  a note  or  draft  at  its 
maturity?  91.  What  claims  can  be  held  against  the  payee ? 92.  Is  a lost 
note  or  bill  of  any  value?  93.  Explain  the  responsibility  of  indorsers. 
94.  How  may  an  indorser  relieve  himself  of  responsibility  ? 95.  How  is  a 
note  with  two  or  more  payees  indorsed?  96.  When  must  payment  be 
demanded  ? 97.  Where  ? 98.  How  is  the  notice  of  a failure  to  pay  given  ? 
99.  To  whom?  100.  What  is  a protest?  101.  How  may  notice  be  waived? 

102.  What  is  a Due  Bill  ? 103.  Explain  the  use  of  due  bills.  104.  Their 
form.  105.  What  is  an  Order  ? 106.  Explain  their  use.  107.  Their  form. 

108.  What  is  a Business  Letter?  109.  Is  the  subject  of  business  letters 
important?  110.  What  materials  should  be  used  in  writing  a business 
letter?  111.  What  should  the  heading  state?  112.  How  should  it  be 
written?  113.  How  punctuated?  114.  What  should  the  introduction  con- 
tain? 115.  Should  titles  be  used?  116.  Describe  the  arrangement  of  the 
name  and  post-office  address.  117.  The  punctuation.  118.  Of  what  should 
the  salutation  consist  ? 119.  Where  should  it  be  written  ? 120.  How 

punctuated?  121.  What  should  be  stated  in  the  body?  122.  How  should 
the  business  be  stated?  '123.  Should  a business  letter  relate  to  business 
only  ? 124.  Where  should  the  beginning  of  the  body  be  written  ? 125.  What 
does  the  conclusion  contain?  126.  What  does  the  complimentary  close 
consist  of?  127.  Where  is  it  written  ? 128.  Where  is  the  signature  written  ? 
129.  How  should  a business  letter  be  folded  ? 130.  Describe  the  superscrip- 
tion. 131.  Why  should  business  letters  be  answered  promptly?  132.  What 
should  be  avoided  in  writing  letters  (129)  ? 

133.  Kinds  of  Business  Letters.  134.  Mercantile  Letters.  135.  Describe  a 
letter  ordering  merchandise.  136.  A mercantile  letter  of  inquiry.  137.  A 
letter  accompanying  an  invoice,  etc.  138.  A letter  of  introduction.  139. 
Of  credit.  140.  Of  application.  141.  Of  recommendation.  142.  Can  you 
name  any  other  kinds  of  business  letters  ? 


SECTION  III. 

LEGAL  BUSINESS  FORMS. 

IN  this  section  will  be  given  some  of  the  legal  business  forms 
in  use.  These  forms  will  include  Common  Agreements, 
Partnership  Agreements,  Leases,  Bonds,  Judgment  Notes,  etc. 

Note.— This  section  is  designed  partly  for  reference,  and  may  be 
omitted  until  the  subject  is  reviewed.  Pupils  may  then  be  required  to 
study  the  leading  remarks,  and  read  carefully  the  business  forms ; but 
they  should  not  be  required  to  fix  the  forms  in  the  memory. 


CONTRACTS,  AGREEMENTS,  ETC . 

146.  A Contract  is  an  agreement,  upon  sufficient  consideration,  to 
do  or  not  to  do  a particular  thing. 

Note.— The  term  agreement  is  frequently  used  for  contract. 

147.  All  persons  may  bind  themselves  by  contracts,  except  the 
insane,  minors,  aliens  in  time  of  war,  or  married  women. 

Note  1.  AU  persons  become  of  age  at  twenty-one,  except  women  in 
Vermont,  Maryland,  and  perhaps  one  or  two  other  States,  who  become  of 
age  at  eighteen. 

Note  2.  A minor  may  avoid  the  payment  of  a debt  (except  for  necessa- 
ries) by  denying  responsibility  for  it.  Unless  he  does  this,  it  can  be  col- 
lected. 

Note  3.  There  are  also  exceptions  to  the  rule  stated  in  Art.  147,  with  ref- 
erence to  married  women. 

148.  The  following  section  from  an  English  statute,  passed  during 
the  reign  of  Charles  II.,  has  been  re-enacted  in  substance  in  nearly 
every  one  of  the  United  States  : 

No  contract  for  the  sale  ot  any  goods,  wares,  and  merchandises,  for  the 
price  of  £10  sterling  or  upwards,  shall  be  allowed  to  be  good,  except  the 
buyer  shall  accept  part  of  the  goods  so  sold,  and  actually  receive  the 
same,  or  give  something  in  earnest  to  bind  the  bargain,  or  that  some  note 
or  memorandum  in  writing  of  the  said  bargain  be  made  and  signed  by 
the  parties  to  be  charged  by  such  contract,  or  their  agents  thereunto 
lawfully  authorized. 
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149.  A contract  made  by  mail  is  said  to  be  completed  when  the  letter 
accepting  the  proposition  is  deposited  in  the  post-office,  if  done  before 
a notice  of  withdrawal  is  received. 

150.  COMMON  FORM  OF  AGREEMENT. 

This  agreement,  i$ade  between  , of , County  of 

State  of ] , of  the  first  part,  and , of  the  same 

place*  of  the  second  part,— 

Witnesseth,  that  the  said , in  consideration  of  the  agree- 

ment of  the  party  of  the  second  part,  hereinafter  contained,  contracts  and 

agrees  to  and  with  the  said that  (here  state  fully  what  the 

party  of  the  first  part  agrees  or  contracts  to  do). 

And  the  said , in  consideration  of  the  prompt  fulfillment  of 

this  contract,  on  the  part  of  the  party  of  the  first  part,  contracts  and 

agrees  to  and  with  the  said that  (here  state  fully  what  the 

party  of  the  second  part  agrees  or  contracts  to  do). 

In  witness  whereof,  we  have  hereunto  set  our  hands  this  day 

Of... 188 .. 

Witness,  


Note.— A penalty  for  the  non-fulfillment  of  the  contract  is  frequently 
added. 


PARTNERSHIPS. 

151.  A Partnership  is  the  association  of  two  or  more  persons  for  the 
transaction  of  business  for  their  common  profit. 

FORMATION. 

152.  The  agreement  between  the  persons  forming  a partnership 
must  be  made  in  good  faith,  and  with  their  positive  consent,  and  there 
must  be  a common  interest  in  the  gains. 

Note  1.  The  principal  test  of  membership  is  said  to  be  the  participation 
in  the  profits. 

Note  2.  The  articles  of  agreement  between  the  partners  are  generally 
written.  No  special  form  is  necessary,  nor  is  it  necessary  (although  it  is 
customary  and  proper)  that  there  should  be  written  articles  of  agreement. 
The  liability  of  partners  begins  with  the  actual  formation  of  the  partner- 
ship 

153.  A partnership  sometimes  contains  a secret  partner,  who  shares 
the  profits,  but  is  not  known  as  a partner ; a dormant  partner,  who 
takes  no  share  in  the  control  of  the  business ; or  a nominal  partner, 
who  is  announced  as  a partner,  but  is  not  so  in  fact. 


PARTNERSHIPS. 
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RESPONSIBILITY. 

154.  In  general,  each  partner  is  absolutely  responsible  to  every 
creditor  of  the  copartnership,  for  the  whole  amount  of  the  debt. 

Note  1.  It  is  generally  true  that  no  partner  can  sne  a copartner  at  law 
tor  any  claims  growing  out  of  partnership  business  and  involving  part- 
nership interests. 

Note  2.  A partner  has  full  power  to  bind  all  the  members  of  the  firm 
and  all  its  property,  in  transactions  which  fall  within  its  usual  business, 
such  as  loans,  sales,  indorsements,  mortgages,  and  assignments.  Partners 
must  act  as  such , to  bind  each  other. 

155.  A partner  retiring  should  withdraw  his  name  from  the  firm, 
and  give  general  notice  by  advertising,  and  personal  notice  by  letter 
or  otherwise,  to  all  who  usually  do  business  with  the  firm ; and  after 
such  notice  he  is  not  responsible.  A dormant  or  secret  partner  is  not 
liable  after  withdrawing,  although  he  has  given  no  notice.  A nominal 
partner  is  responsible,  in  the  same  manner  as  a general  partner. 

DISSOLUTION. 

156.  If  the  articles  between  the  partners  do  not  contain  an  agree- 
ment that  the  partnership  shall  continue  for  a specified  time,  it  may 
be  dissolved  at  the  pleasure  of  either  partner. 

Note  1.  Death  dissolves  a partnership ; and  the  personal  representatives 
of  the  deceased  do  not  take  his  place,  unless  there  is  in  the  articles  a pro- 
vision that  they  shall  do  so. 

Note  2.  If  a partner  retires,  the  partnership  is  dissolved,  and  the  re- 
maining partners  constitute  in  law  a new  firm. 

157.  The.  disposition  to  be  made  of  the  joint  property  in  case  of 
dissolution,  should  be  clearly  stated  in  the  articles  of  copartnership. 

Note.— It  is  common,  when  a partnership  is  dissolved  by  mutual  con- 
sent, to  provide  that  some  one  of  the  partners  shall  settle  up  the  affairs 
of  the  concern. 

LIMITED  PARTNERSHIPS . 

158.  Limited  Partnerships  afford  persons  the  privilege  of  investing 
capital  in  a firm  without  being  liable  for  its  general  debts.  The 
statutes  allowing  them  generally  require,  first,  one  or  more  general 
partners,  whose  names  shall  be  known ; secondly,  special  partners, 
who  do  not  appear  as  members ; thirdly,  that  the  sum  to  be  contrib- 
uted by  the  partners  shall  be  actually  paid  in ; and  lastly,  that  all 
these  particulars  shall  be  verified  under  oath,  the  signatures  of  all  the 
parties  acknowledged  before  a magistrate,  and  the  particulars  cor* 
rectly  published. 
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159.  FORM  OF  PARTNERSHIP  AGREEMENT. 


Articles  of  Agreement,  made  tliis  first  day  of  J uly,  1880,  between  Andrew 
Anderson,  of  Philadelphia,  Pa.,  of  the  first  part,  and  E.  W.  Emerson,  of 
the  same  place,  of  the  second  part,  as  follows,  to  wit : 

The  said  parties  agree  to  associate  themselves  as  copartners  in  the  busi- 
ness of 'buying  and  selling  dry  goods  and  such  other  goods  as  belong  to 
that  line  of  trade,  for  a period  of  five  years  from  this  date.  The  name 
and  title  of  the  firm  is  to  be  Anderson  & Emerson,  and  each  partner  is  to 
invest  equally,  as  follows : Andrew  Anderson  invests  (state  investment) ; 
and  E.  W.  Emerson  invests  (state  investment). 

And  it  is  hereby  also  agreed  by  said  parties,  each  for  himself  respec- 
tively, as  follows : 

That  they  will  not,  while  associated  as  copartners,  follow  any  vocation 
or  trade  to  their  own  private  advantage,  but  will,  throughout  the  entire 
period  of  copartnership,  use  their  utmost  and  best  efforts  for  their  mutual 
advantage  and  the  increase  of  the  capital  stock. 

That  all  gains,  profits,  expenditures,  and  losses  that  shall  arise  by 
reason  of  said  partnership,  shall  be  divided  equally  between  them. 

That  full  and  accurate  books  of  account  shall  be  kept,  wherein  each 
partner  shall  record,  or  cause  to  be  recorded,  full  mention  of  all  moneys 
received  and  expended,  and  all  other  business  transactions  of  said 
partnership ; and  that  said  books  of  account,  together  with  all  bonds, 
notes,  bills,  letters,  and  other  writings,  belonging  to  said  partnership, 
shall  be  open  at  all  times  to  the  examination  of  each  copartner. 

It  is  further  agreed  that  once  every  year,  or  oftener,  should  either 
partner  desire,  an  account  of  stock,  effects,  credits,  and  debts  shall  be 
taken,  and  the  true  condition  of  affairs,  so  far  as  possible,  be  exhibited  to 
each  partner ; and  the  surplus  profit,  if  there  be  any,  be  then  divided  as 
before  agreed  upon. 

And,  further,  at  the  end  of  the  sa^d  term  of  five  years,  or  should  death 
of  either  of  the  parties,  or  other  reasons,  make  it  necessary,  they,  the  said 
copartners,  each  to  the  other,  or  in  case  of  the  death  of  one,  the  surviving 
party  to  the  executors  or  administrators  of  the  party  deceased,  will  make 
a full  and  final  account  of  all  things  belonging  and  relating  to  said  busi- 
ness, and  will  well  and  truly  adjust  the  same.  And  after  all  the  affairs  of 
the  copartnership  are  adjusted,  and  its  debts  paid  off  and  discharged,  then 
all  stock  and  all  gains  which  shall  appear  to  be  remaining,  shall  be  equally 
divided  between  them. 

In  witness  whereof  the  undersigned  hereto  set  their  hands  and  seals, 
the  day  and  year  first  above  written. 


Signed  and  sealed 
In  presence  of 
Adam  Smith, 

J.  T.  Fields. 


Andrew  Anderson. 


E.  W.  Emerson. 


L.  S. 
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CONTRACTS  BETWEEN  LANDLORD  AND  TENANT. 
160.  A contract  between  a landlord  and  a tenant  is  generally  fur- 
nished by  the  landlord.  No  special  form  is  necessary.  It  is  advisable 
that  the  lease  state  all  the  conditions . Each  party  should  have  a copy. 

Note.— Tenants  should  observe  that  all  tlie  conditions  verbally  agreed 
upon  are  inserted  in  the  lease,  and  that  no  additional  clauses  are  inserted. 

161.  FORM  OF  LEASE. 

This  Indenture,  made  the  first  day  of  April,  1880,  between  Henry  J ohn- 
son,  of  Strasburgh,  County  of  Lancaster,  State  of  Pennsylvania,  of  the 
one  part,  and  Benjamin  Wilson,  of  the  same  borough,  county  and  state 
aforesaid,  of  the  other  part,  witnesseth,  that  the  said  Henry  Johnson  doth 
by  these  presents  Lease  and  Let  unto  the  said  Benjamin  Wilson,  the 
following  property,  to  wit:  The  dwelling-house  and  lot  of  ground  sit- 
uated on  the  southwest  corner  of  Main  and  Factory  Sts.,  known  as  No.  2, 
South  Main  St.,  to  have  and  to  hold  the  premises  aforesaid  unto  the  said 
Lessee,  from  the  first  day  of  April,  1880,  for  the  term  of  one  year  thence 
next  ensuing ; yielding  and  paying  for  the  same  unto  the  said  Lessor,  his 
heirs  or  assigns,  the  rent  or  sum  of  Two  Hundred  and  Forty  Dollars,  pay- 
able monthly,  on  the  first  day  of  each  month,  in  advance,  at  the  residence 
or  place  of  business  of  said  Henry  Johnson. 

It  is  agreed  between  the  parties  hereto,  that  should  this  rent  at  any  time 
remain  unpaid  five  days  after  the  same  shall  be  due  and  payable,  the  said 
Lessor  may  at  his  option,  then  consider  said  Lessee  as  a tenant  at  will,  and 
re-enter  upon  and  repossess  himself  of  the  said  premises.  And  should  the 
said  Lessee  at  any  time  permit  the  said  rent  to  be  in  arrear  and  unpaid, 
then  the  said  Lessee  for  his  heirs,  executors  and  administrators,  waives 
the  exemption  of  any  of  his  property  exempted  by  law  from  distress,  from 
such  distress  for  the  rent  in  arrear,  any  law  to  the  contrary  notwithstand- 
ing. It  is  expressly  understood,  that  the  said  premises  shall  not  be 
underlet  or  rented  without  the  lessor’s  written  consent  to  the  transfer  of 
this  lease  or -such  underletting.  On  the  expiration  of  this  lease,  the 
property  is  to  be  given  up  in  as  good  order,  in  all  respects,  as  it  now  is, 
reasonable  wear  and  tear  and  damage  from  fire  excepted. 

In  witness  whereof,  the  parties  have  hereunto  set  their  hands  and  seals 
the  day  and  year  above  mentioned. 


Witness  present, 
George  F.  Myers. 


Henry  Johnson. 
Benjamin  Wilson. 


Seal  > 
■{  Seal  }> 


For  a valuable  consideration  I hereby  become  security  for  the  payment 
of  the  above  rent  as  often  as  the  same  shall  become  due.  Witness  my 
hand  and  seal,  the  day  and  year  above  mentioned. 

Witness  present, 

George  F.  Myers. 


A.  F.  Megargie.  ^ Seal  V 
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Note.— In  Pennsylvania  and  many  of  the  Western  and  Southern  States, 
a seal  is  made  by  writing  the  word  seal  (or  “ L.  S.”)  in  a scroll  or  diamond. 
In  New  York  and  the  New  England  States  the  seal  is  generally  a piece  of 
paper  wafered  on,  or  sealing-wax  pressed  on. 

162.  NOTICES  TO  QUIT. 

1.  Expiration  op  Lease. 

Strasburgh,  Pa.,  1 Jan.,  1881. 

Take  notice,  that  as  the  term  for  which  the  messuage  and  tenement, 
with  the  appurtenances,  situated  in  the  borough  of  Strasburgh,  County 
of  Lancaster,  and  State  of  Pennsylvania,  now  in  your  possession,  whie 
was  leased  by  me  to  you  for  the  term  of  one  year,  will  expire  on  the 
thirty-first  day  of  March,  1880 ; and  as  I am  desirous  to  have  again  and  re- 
possess the  said  premises,  upon  the  determination  of  the  said  lease,  you 
are  hereby  required  to  remove  from  and  leave  the  same  at  the  expiration 
• of  the  term  aforesaid. 

Henry  Johnson. 

To  Benjamin  Wilson, 

Strasburgh,  Lancaster  Co.,  Pa. 

Note.— As  three  months’  time  is  generally  required  after  notice  to  quit 
has  been  given  before  a landlord  can  eject  a tenant,  this  notice  was  given 
to  Benjamin  Wilson,  Jan.  1, 1881. 

Non-payment  op  Rent. 

18 

You  are  hereby  notified  to  quit  the  premises,  situated  in 

which  I have  leased  to  you,  reserving  rent,  uor 

pay  and  satisfy  the  rent  due  and  in  arrear,”  being 

which  amount  was  due  on , and  is  hereby  de- 

manded (you  having  neglected  or  refused  to  pay  the  amount  so  reserved, 
as  often  as  the  same  has  become  due,  according  to  the  terms  of  our  con- 
tract, and  there  being  no  goods  on  the  premises  adequate  to  pay  the  rent 
so  reserved,  except  such  articles  as  are  exempt  from  levy  and  sale  by  the 

laws  of  the  Commonwealth),  within days  from  the  date 

hereof,  or  I shall  proceed  against  you  as  the  law  directs. 


To. 


BONDS. 

163.  A Bond  is  a written  obligation,  under  seal,  to  pay  a sum  of 
money,  or  perform  a contract. 

164.  The  person  giving  the  bond  is  called  the  obligor ; and  the  person 
receiving  it  is  called  the  obligee . 


BONDS. 
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165.  A bond  without  conditions  is  termed  a single  bond.  Generally, 
however,  conditions  are  added,  by  complying  with  which  the  bond 
becomes  void. 

Note.— Tlie  penalty  attached  to  a bond  is  usually  sufficient  to  cover  any 
loss.  In  case  of  bonds  given  for  debt,  it  is  generally  twice  the  debt. 

166.  COMMON  FORM  OF  BOND. 

Know  all  men  by  these  presents,  that  I,  Edward  Barnes,  of  West 
Chester,  in  the  County  of  Chester,  and  State  of  Pennsylvania,  am  held 
and  firmly  bound  unto  D.  M.  Sensenig,  of  said  borough,  county,  and 
state,  in  the  sum  of  five  thousand  dollars,  lawful  money  of  the  United 
States,  to  be  paid  to  the  said  D.  M.  Sensenig,  or  to  his  certain  attorney, 
executors,  administrators,  or  assigns.  To  which  payment,  well  and 
truly  to  be  made  and  done,  I bind  myself,  my  heirs,  executors,  and  ad- 
ministrators, and  each  of  them,  firmly  by  these  presents. 

Sealed  with  my  seal,  dated  the  twentieth  day  of  May,  in  the  year  of  our 
Lord,  one  thousand  eight  hundred  and  seventy-six. 

The  condition  of  the  above  obligation  is  such,  that  if  the  above  bounden 
Edward  Barnes,  his  heirs,  executors,  administrators,  or  any  of  them, 
shall  and  do  well  and  truly  pay,  or  cause  to  be  paid  to  the  above  named 
D.  M.  Sensenig,  or  his  certain  attorney,  executors,  administrators,  or 
assigns,  the  just  and  full  sum  of  Twenty-five  Hundred  Dollars,  in  three 
annual  payments  from  the  date  hereof,  with  annual  interest,  without 
fraud  or  further  delay,  then  the  above  obligation  to  be  void  and  of  none 
effect;  otherwise  to  be  and  to  remain  in  full  force  and  virtue. 

Witness  my  hand  and  seal  the  day  and  year  above  written. 

Sealed  and  delivered 

in  the  presence  ot  Edward  Barnes.  <(  Seal  y 

W.  W.  Woodruff.  Y" 

Note  1.  The  following  clause  is  sometimes  added,  by  which  the  obligor 
“confesses  judgment  ” ( i . e.,  relinquishes  the  privilege  of  objecting  to  an 
immediate  execution,  if  the  note  is  not  paid  at  maturity) : 

And  further,  I hereby  authorize  and  empower  any  attorney  at  law,  of 
any  Court  of  Record,  in  the  State  of  Pennsylvania  or  elsewhere,  to  appear 
for  me  at  the  suit  of  the  said  D.  M.  Sensenig,  his  executors,  administrators, 
or  assigns ; and  to  confess  judgment  against  me,  my  heirs,  executors,  or 
administrators,  for  the  above  mentioned  penalty,  with  release  of  errors. 

This  clause  makes  the  bond  a judgment  bond.  For  a judgment  bond  to 
have  effect  as  a lien  on  the  real  estate  of  the  obligor,  it  must  be  “ entered” 
in  the  proper  books  of'  the  county. 

Note  2.  The  following  clause  is  also  sometimes  added,  by  which  the 
obligor  waives  the  privileges  of  the  Exemption  Law  : 

And  I hereby  waive  the  privileges  secured  by  an  Act,  entitled,  “An  Act 
to  exempt  property  to  the  value  of  Three  Hundred  Dollars  from  levy  and 
sale  on  execution  and  distress  for  rent.” 
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Note  3.  Bonds  are  usually  required  of  persons  having  fund3  in  charge, 
containing  conditions  binding  them  to  the  just  and  faithful  performance 
of  their  duties. 


JUDGMENT  NOTES. 

167.  A Judgment  note  is  a note  under  seal,  with  a clause  attached,  in 
which  the  maker  authorizes  the  payee  or  person  designated  to  enter 
judgment  against  him  without  a suit,  or  process  of  law. 

Note.— Judgment  notes  are  not  negotiable. 

168.  FORM  OF  JUDGMENT  NOTES. 

$2000^fo.  Lancaster , Pa .,  April  1 , 1871. 

One  year  after  date , I promise  to  pay  B.  H.  Lehman , or  order , Two 
Thousand  Dollars , with  lawful  interest  for  the  same , value  received. 
And  L do  hereby  authorize  any  attorney  of  any  Court  of  Record  in 
Pennsylvania  or  elsewhere , to  confess  judgment  for  the  above  sum , with 
release  of  errors. 

Witness  my  hand  and  seal , the  day  and  date  above  written. 

Witness  present , B.  F.  Morey.  <{  l.  s.  } 

A.  D.  Mower. 

Note.— A clause  waiving  the  privileges  of  the  Exemption  act  may  also 
be  added  to  the  Judgment  note.  See  note  under  Art.  166. 


CHATTEL  NOTES. 

169.  A Chattel  note  is  a note  payable  otherwise  than  in  money- 

170.  Chattel  notes  are  not  negotiable,  nor  are  they  entitled  to  days 
of  grace. 

171.  The  maker  of  a chattel  note  must  tender  the  articles  specified 
therein  at  the  place  and  time  named  in  the  note. 

172.  FORM  OF  CHATTEL  NOTES. 

Millersburg , Pa. 

Dec.  SO,  187 & 

Three  months  after  date,  L promise  to  pay  Henry  Miller,  or  order f 
One  Hundred  Bushels  of  good,  merchantable  Wheat,  to  be  delivered  at 
his  mill. 


James  Farmer . 


DEEDS,  MORTGAGES,  ETC. 
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DEEDS. 

173.  A Deed  is  a written  instrument,  under  seal,  for  the  conveyance 
of  lands,  tenements',  etc. 

174.  The  maker  of  a deed  is  called  the  grantor ; and  the  person  to 
whom  the  deed  is  delivered  is  called  the  grantee. 

Note  1.  By  the  statutes  and  usages  of  this  country,  generally,  no  lands 
can  be  transferred  excepting  by  a deed,  which  is  signed,  sealed,  acknowl- 
edged, delivered,  and  recorded. 

Note  2.  An  acknowledgment  must  be  made  by  the  grantor  before  the 
proper  officer.  The  deed  must  be  recorded  in  the  public  register  of  the 
county. 

Note  3.  It  is  best  in  writing  deeds  to  use  printed  blanks.  These  may  be 
obtained  at  any  bookstore. 


MORTGAGES. 

175.  A Mortgage  is  a conveyance  of  property  as  security  for  the 
payment  of  a debt,  upon  the  condition  that  when  the  debt  is  paid,  the 
mortgage  becomes  void. 

176.  The  person  who  conveys  the  property  as  security  for  debt  is 
called  the  mortgager ; and  the  person  to  whom  the  property  is  con- 
veyed is  called  the  mortgagee. 

Note  1.  A mortgage  is  a deed,  with  a condition  attached,  the  fulfilling  of 
which  renders  the  mortgage  void. 

Note  % A Chattel  mortgage  is  a mortgage  on  personal  property.  Chattel 
mortgages  on  certain  kinds  of  property,  and  leasehold  mortgages,  are 
legal  in  Pennsylvania,  and  some  other  States. 


POWER  OF  ATTORNEY. 

177.  A Power  of  Attorney  is  a written  instrument,  usually  under  seal, 
authorizing  one  person  to  transact  business  for  another. 

Note.— A power  of  attorney  may  be  either  general,  or  special.  It  should 
usually  be  “acknowledged.” 

178.  &ORM  OF  POWER  OF  ATTORNEY. 

Know  all  men  by  these  presents,  that  I,  the  undersigned,  do  hereby 

make,  constitute,  and  appoint to  be  my  true  and 

lawful  attorney  for  me  and  in  my  name  and  behalf  to  (here  state  minutely 
what  the  attorney  should  do),  and  for  that  purpose  to  appoint  a substi 
tute  or  substitutes  with  like  full  powers. 
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In  witness  whereof,  I have  hereunto  set  my  hand  and  seal  this 

day  of .,  eighteen  hundred  and 

Sealed  and  delivered  ^ ^ ' 

in  the  presence  of  A * ; 


STATUTE  OF  LIMITATIONS. 

179.  An  action  for  debt  must  be  brought  within  a certain  time  ; 
otherwise  the  debtor  may  “plead  the  Statute  of  Limitations,”  and 
claim  that  the  debt  is  “outlawed.”  If  such  claim  is  not  made,  how- 
ever, an  old  debt  can  be  collected  in  the  same  manner  as  a recent  one. 

180.  Part  payment  of  a debt  which  has  passed  the  statute  of  limita- 
tion, or  a promise  to  pay  it,  revives  the  whole  debt. 

Note.— In  Pennsylvania,  New  York,  New  Hampshire,  and  some  other 
States,  the  limit  of  time  in  which  action  can  he  brought  for  open  accounts 
and  notes  is  six  yrs.,  for  judgments  and  sealed  and  witnessed  instru- 
ments, 20  yrs.  In  Ohio,  the  limit  of  time  for  open  accounts  is  6 yrs.,  for 
notes,  judgments,  etc.,  15  yrs.  In  Delaware,  the  limit  of  time  for  open 
accounts  is  3 yrs.,  for  notes,  6 yrs.,  for  judgments,  etc.,  20  yrs.  In  New 
Jersey,  the  limit  of  time  for  open  accounts  and  notes  is  6 yrs.,  for  judg- 
ments, 20  yrs.,  for  sealed  and  witnessed  instruments,  16  yrs. 


Review  Questions. 

1.  What  is  a Contract?  2.  Who  may  bind  themselves  by  contracts? 
3.  WThat  makes  a contract  for  the  sale  of  mdse.,  etc.,  good?  4.  W'hen  is  a 
contract  by  mail  said  to  be  completed? 

5.  What  is  a Partnership?  6.  How  must  the  agreement  between 
partners  be  made  ? 7.  What  is  a secret  partner  ? 8.  A dormant  partner  ? 
9.  A nominal  partner  ? 10.  Explain  the  responsibility  of  partners.  11.  The 
duty  of  a retiring  partner.  12.  How  is  a partnership  dissolved?  13.  What 
are  limited  partnerships  ? 

14.  What  is  essential  in  a contract  between  a landlord  and  a tenant? 

15.  When  should  a “notice  to  quit  ” be  served? 

16.  What  is  a Bond  ? 17.  Describe  the  parties  to  a bond.  18.  What  is  a 
single  bond?  19.  What  conditions  are  generally  attached ? 20.  What  is  a 
judgment  bond?  21.  What  is  meant  by  “confessing  judgment”?  22. 
“ Waiving  notice  ” ? 23.  What  is  a Judgment  Note#  24.  A Chattel  Note  V 
25.  A Deed?  26.  Describe  the  parties  to  a deed.  27.  What  is  a Mortgage? 
28.  A Chattel  Mortgage?  29.  A Power  of  Attorney?  30.  When  must  an 
action  for  debt  be  brought?  31.  What  is  meant  by  the  “ Statute  of  Limita- 
tions?” 
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SINGLE  ENTRY. 
SECTION  I. 

BOOKS  USED  IN  SINGLE  ENTRY, 

SECTION  II. 

OPENING  AND  CLOSING  BOOKS. 

SECTION  III. 


MISCELLANEOUS  SETS. 


SPECIAL  SUGGESTIONS. 


1.  An  entry  to  be  made  in  two  books  of  original  entry  (as  tbe  Day  Book 
*nd  Cash  Book)  should  be  made  in  both  books  before  the  next  entry  is 
recorded. 

2.  In  opening  a set  of  books,  every  book  kept  in  the  set  should  be  opened 
before  any  of  the  memoranda  of  business  transactions  are  recorded. 

3.  Bach  set  of  books,  when  completed  by  the  pupil,  should  be  examined 
by  the  teacher;  and  if  they  are  nol?  correctly  and  neatly  written,  the 
pupil  should  be  required  to  rewrite  them.  A brief  oral  or  written  descrip- 
tion of  the  nature  and  peculiarities  of  each  set,  should  also  be  required 
after  it  is  completed. 

4.  Both  teacher  and  pupils  should  make  constant  use  of  the  references  and 
the  explanatory  notes. 


USE  OF  BLANK  BOOKS. 

Four  Blank  Books  are  prepared  for  writing  the  sets  in  Single  Entry  (see 
page  2).  They  are  marked  No.  I,  No.  2,  No.  3,  and  No.  U.  No.  1 is  used  as  a 
Day  Book ; No.  2,  as  a 
Ledger;  No.  3 , as  a 
Cash  Book,  Sales 
Book,  etc. ; and  No.  4, 
as  a Bill  Book.  The 
accompanying  table 
indicates  the  books 
to  be  used  for  each 
set,  and  gives  the’ 
number  of  pages, 
of  twenty-eight  lines 
each,  required.  (See 
page  4.)  In  begin- 
ning each  set,  the 
first  right  hand  page 
not  written  on,  may 
betaken  as  page  one. 

Should  foolscap  or 
letter  paper  be  used  instead  of  the  blank  books,  the  number  of  pages 
needed  for  each  set  can  be  found  by  referring  to  the  table.  (The  prac- 
tice in  ruling  the  paper  will  be  valuable  to  pupils.) 

* “6  (2)”  means  six  pages,  two  accounts  on  a page . 

f Let  the  Stock  account  have  two-thirds  of  a page  in  the  Ledger. 

X Put  two  accounts  on  page  three ; and  three  accounts  on  each  of  the 
other  pages. 

||  Let  the  accounts  of  S.  T.  Keeper,  E.  Farmer,  and  N.  A.  Barr,  have  one 
page  each;  the  accounts  of  B.  L.  Smith,  A.  Taylor,  and  II.  Painter,  one- 
third  of  a page  each  ;-and  the  other  accounts,  one-half  of  a page  each. 

§ Let  each  partner’s  stock  account  have  one-half  of  a page,  and  the  bank 
account  a page ; put  three  accounts  on  each  of  the  other  pages. 
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Sets. 

No.  1. 

No.  2. 

No-  3. 

No.  4. 

Set  1. 

D.  B.,  12 

6 (2)* * * § 

C.  B.,  6 

Set  2. 

D.  B.,  12 

10  (3)  f 

C.  B.,  6 

4 

Set  3. 

D.  B.,12 

8(3)J 

C.  B.,  6 
S.  B.,  6 

4 

Set  4. 

D.  B.,  10 

6(3)| 

C.  B.,4 

4 

Set  5. 

D.  B.,  8|| 

Special 

Acc’ts. 

6 

Set  6. 

D.  B.,  10 

6(3) 

Set  7. 

12  (3)§ 

D.  B.,  24 

6 

SECTION  I. 

BOOKS  USED  IN  SINGLE  ENTRY. 

THE  books  used  in  Single  Entry  are  the  Day  Boole , Ledger , 
Cash  Book,  Bill  Book , Invoice  Book , H00&,  etc. 

182.  These  are  divided  into  two  classes : (1)  books  of  original 
entry ; and  (2)  books  that  contain  entries  transferred  from  books 
of  original  entry. 

188.  Books  of  original  entry  contain  statements  in  detail  of 
business  transactions. 

184.  As  a rule,  erasures  or  interlineations  should  not  be  made 
in  books  of  original  entry,  since  these  books  (and  no  others) 
are  admitted  as  evidence  in  courts  of  justice.  An  erroneous 
entry  should  be  corrected  by  an  entry  explaining  it,  or  it  should 
be  marked  void , and  the  entry  made  anew. 

Note.— Wlien  books  are  presented  in  court,  the  person  presenting  them 
must  be  able  to  prove  by  those  who  have  transacted  business  with  him, 
that  his  accounts  are  kept  correctly. 

185.  In  addition  to  the  principal  books,  or  those  necessary 
to  preserve  a complete  record  of  business,  auxiliary  books  are 
frequently  used.  Among  these  are  the  Beceipt  Book . Bank 
Book , Check  Book , etc. 

REMARKS. 

186.  The  penmanship  in  all  books  should  be  neat  and  legible.  The 
headings  and  names  of  persons  should  be  made  slightly  prominent. 

187.  Proper  names  and  names  of  articles  of  merchandise  should 
begin  with  capital  letters.  The  names  of  the  units  of  measure  should 
begin  with  small  letters. 

188.  Titles , as  Bev.,  Dr.,  Capt.,  etc.,  should  be  used  when  necessary 
to  distinguish  the  persons  referred  to.  Sometimes  the  name  of  the 
6 (81) 
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occupation,  or  the  post-office  address,  must  be  added  to  a person’s 
name,  to  distinguish  him  from  others  of  the  same  name. 

189.  Punctuation  marks  are  used  as  in  ordinary  composition. 

190.  Bed  ink  is  used  for  ruling,  for  entries  made  in  the  Ledger  only, 
and  for  entries  made  simply  to  balance  accounts.  The  amount  of  an 
entry  made  simply  to  balance  an  account  is  transferred  by  a similar 
entry  in  black  ink,  to  the  opposite  side  of  some  other  account,  or  of 
the  same  account  after  it  is  balanced. 

191.  The  abbreviation  l)o.  or  the  mark  “is  used  under  words  to  be 
epeated,  dates,  etc.  The  latter  is  generally  preferred. 

192.  The  symbol  @,  proper  names,  and  prices  of  articles,  should 
always  be  written. 


SET  L— BET  AIL  BUSINESS. 

193.  The  use  of  the  various  hooks  will  be  fully  explained  in 
the  following  pages,  and  the  pupil  will  be  required  to  write  the 
memoranda  given,  in  his  blank  books,  thus  forming  Sets  of 
Books.  The  first  set  is  designed  to  show  the  use  of  the  Bay 
Book , Ledger , and  Gash  Book. 


THE  DAY  BOOK. 

194.  The  Bay  Book  is  the  book  in  which  business  transactions 
requiring  a personal  debit  or  credit,  are  recorded  in  the  order  of 
their  occurrence. 

195.  If  the  Sales  Book,  or  any  other  book,  is  used  as  a book 
from  which  accounts  are  transferred  directly  to  the  Ledger,  the 
accounts  recorded  therein  are  not  entered  in  the  Day  Book. 

NATURE  OF  ENTRIES. 

196.  Purchases  may  be  recorded,  Am’t  as  per  Bill , or  Am't  as  per 
Invoice , since  the  invoice  can  be  referred  to  at  any  time  ; but  in  enter- 
ing sales , the  items  should  be  mentioned. 

197.  If  a person  purchases  a bill  of  goods,  paying  cash  for  the 
amount,  it  is  not  necessary  to  take  a record  of  the  transaction  in  the 
Day  Book,  unless  he  has  an  unsettled  account  in  the  books.  In  such 
a case,  he  is  debited  for  his  purchase  and  credited  with  the  payment 
made. 


THE  DAY  BOOK. 
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198.  When  a debt  is  paid  by  draft  or  promissory  note,  the  party 
paying  receives  credit  in  the  Day  Book  for  the  same. 

199.  Sometinies  an  account  with  the  bank  in  which  we  have  depos- 
ited funds  is  kept  in  the  Ledger.  In  such  a case  the  bank  is  debited 
in  the  Day  Book  with  all  deposits  and  credited  with  all  bills  paid  by 
check  or  bank  draft. 

200.  Agreements,  contracts,  etc.,  are  frequently  recorded  in  the 
Day  Book. 

MANNER  OF  ENTERING. 

201.  The  following  rule  will  assist  in  determining  when  to  debit  and 
when  to  credit : 

The  person  to  whom  we  sell  or  pay  anything  is  debtor  ; the  person 
who  sells  or  pays  us  anything  is  creditor. 

202.  When  there  is  space  on  a page  for  recording  only  part  of  a 
business  transaction,  it  may  be  recorded  partly  on  one  page  and 
partly  on  the  succeeding,  as  two  transactions ; or,  the  record  on  the 
second  page  may  include  the  first;  thus,  John  Smith,  Dr.  (or  Cr.), 
To  (or  By)  Amount  from  page  — . (See  Art.  359.) 

203.  In  debit  entries,  the  word  To  is  usedj;  in  credit  entries,  the 
word  By  is  used. 

204.  On  the  first  line  of  writing  on  each  page  there  should  be 
written  the  place  of  business  and  the  date  of  the  first  entry  of  the  page. 

205.  The  usual  form  of  ruling  the  Day  Book  is  as  follows : 

PLACE  AND  DATE. 


tr» 

NAME. 

ITEM  COL. 

TOTAL  COL. 

5* 

I 

1 

206.  Day  Book  entries  are  separated  from  each  other  by  a ruled 
line  with  space  in  the  middle  of  the  line  for  the  date. 

Note.— A ruled  line  may  fie  drawn  on  tlie  last  line  of  writing  on  a page 
if  no  entries  are  made  on  it. 

POSTING. 

207.  Accounts  are  posted  from  this  book  to  the  Ledger.  The  page 
of  the  Ledger  on  which  the  entry  is  posted  is  entered  on  the  left 
margin  of  the  Day  Book,  opposite  the  name.  When  an  entry  is  both 
Dr.  and  Or.,  the  Ledger  folio  is  placed  opposite  the  name,  and  also 
opposite  the  first  item  of  the  second  part  of  the  entry. 

Note.— For  tlie  process  of  posting,  see  Art.  215.  (See  also  Sug.  4,  p.  80.) 
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DAY  BOOK  ENTRIES. 

208.  Memoranda. 

Bird-in -Hand,  Pa.,  April  1,  1879. — Sold  K.  L.  Andre,  6 gals. 

O.  Syrup  @ $1.10.  Sold  F.  I.  Witmer,  9 yds.  Fancy  Cassimere  @ $1.75. 
Bought  of  M.  I.  Taylor,  35  lbs.  Butter  @ .42.  Sold  Miss  Louisa  G. 
Kline,  12  yds.  Blue  Silk  @ $1.75,  and  Trimming  amounting  to  $9.75. 

April  2 . Sold  M.  I.  Taylor,  8 lbs.  Rio  Coffee  @ .30,  and  bought  of 
him  80  doz.  Eggs  @ .26.  Received  of  Miss  Louisa  G.  Kline,  $20,  to  be 
placed  to  her  credit.  Bought  of  Reynolds  &■  Moore,  Groceries,  the  bill 
amounting  to  $275.13,  and  paid  them  $200  on  account.  Received  of  K. 
L.  Andre,  Cash  in  full  of  account,  $6.60. 

April  3.  Sold  Miss  Louisa  G.  Kline,  y lb.  Oolong  Tea  @ $1.20. 
Bought  of  M.  I.  Taylor,  60  lbs.  Butter  @ .40,  75  lbs.  Poultry  @ .15,  and 
112  doz.  eggs  @ .26 ; sold  him  16  lbs.  Crushed  Sugar  @ .21,  and  2 webs 
N.  Y.  Bleached  Muslin,  ea.  44=88  yds.  @ 222.  Sold  K.  L.  Andre,  a 
Lot  of  Ground  for  $375,  receiving  his  note  at  30  days  for  $200  ; balance 
on  account. 

April  4.  Bought  of  Reynolds  & Moore,  1 Box  Havana  Sugar,  540- 
Tare  15  per  cent.  =459  lbs.  @ .15,  and  1 bbl.  Porto  Rico  Sugar,  252 — 
20=232  lbs.  @.17.  Bought  of  M.  I.  Taylor,  80  doz.  Eggs  @ .26  ; paid 
him  in  full  of  amount  due,  by  giving  him  a sight  draft  on  K.  L.  Andre, 
for  $95.11. 

Form  of  Entry. 

209.  The  foregoing  memoranda -are  recorded  in  the  Hay  Book  as 
shown  below.  Let  the  pupils  copy  the  entries  in  the  proper  form  in 
their  Day  Books.  The  entries  of  the  first  set  should  be  made  by  the 
pupils  in  lead  pencil,  so  that  mistakes  may  be  easily  corrected.  The 
teacher  should  insist  upon  care  and  neatness.  (See  Art.  201. ) 

\ 

Bird-in- Hand,  Pa.,  April  1,  1879. 


K.  L.  Andre , Dr. 

To  6 gals.  N.  O.  Syrup , @ 1.10 

<<  

F.  I.  Witmer , Dr. 

To  9 yds.  Fancy  Cassimere , @ 1.75 

u , 

M.  I.  Taylor , Cr. 

By  85  lbs.  Butter , @ .42 


6\60 
15  75 
14  70 
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Bird-in-Hand , Pa.,  i,  i£7P. 


Miss  Louisa  G.  Kline , 

Dr. 

To  12  yds.  Blue  Silk , 

@ 1.75 

21 

Trimming , 

9 

75 

30 

75 

2 

M.  I.  Taylor , 

Dr. 

To  8 lbs.  Bio  Coffee , 

@ .30 

2 

40 

Or. 

By  80  doz.  Eggs , 

@.26 

20 

80 

JPss  Louisa  0.  Kline , 

Cr : 

By  Cash  on  %, 

20 

Reynolds  & Moore , 

Cr. 

By  Groceries,  per  Invoice, 

275 

13 

Dr. 

To  Cash  on  %, 

200 

K.  L.  Andre , 

Cr. 

By  Cash  in  full  of  %, 

a 

60 

3 

Miss  Louisa  G.  Kline , 

Dr. 

To  y2  lb.  Oolong  Tea , 

@ 1.20 

60 

if.  J.  Taylor , 

By  60  lbs.  Butter , 

Cr. 

@.40 

24 

75  “ Poultry , 

@ .15 

11 

25 

doz.  Eggs , 

@ .26 

29 

12 

64 

37 

Dr.. 

To  16  lbs.  Crushed  Sugar, 

© .21 

3 

36 

2 webs  N.  Y.  Bleached 

Muslin, 

ea.  44=88  yds., 

@.22% 

19 

80 

23 

16 

K.  L.  Andre, 

Dr. 

To  Lot  of  Ground, 
Cr. 

375 

By  Note  at  30  ds ., 

/ • 

200 

4 

Reynolds  & Moore, 

Cr. 

By  1 box  Havana  Sugar, 

540— Tare  15  %=459  lbs. 

, @.15 

68 

85 

1 bbl.  Porto  Rico  Sugar, 

252—20=232  lbs., 

@.17 

39 

44 

108129 
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Bird in-Hand,  Pa. , April  4,  1879. 


80 

11 


11 


The  following  memoranda  must  be  recorded  in  the  Day  Book  in  the 
proper  form,  after  the  foregoing  entries  are  made  (see  Sng.  5,  p.  4)  : 

April  5.  Sold  F.  I.  Witmer,  1%  yds.  Broadcloth  @ $6.  Sold  Miss 
Louisa  G.  Kline,  18  yds.  Black  Alpaca  @ .80.  Bought  of  Y.  B.  Wal- 
dron, 2 bbls.  Flour  @ $7.25.  Sold  K.  L.  Andre,  5 lbs.  Rio  Coffee  @ .30. 

April  7.  Received  of  Miss  Louisa  G.  Kline,  $25  on  account.  Sold 
Miss  Mary  B.  Glover,  15  yds.  Black  Alpaca  @ .75,  and  18  yds.  Empress 
Cloth  (5)  .85.  Bought  of  Irving,  Schindler  & Co.,  3 pieces  Black  Cas- 
simere,  each  piece  containing  30  yds.  @ $1.05,  and  two  pieces  Fancy 
Cassimere,  each  36  yds.  $1.12* 2 * * * * * 8.  Sold  Mrs.  S.  Behm,  24  yds.  Un- 
bleached Muslin  @ .17,  18  yds.  Calico  @>  .15,  24  yds.  Empress  Cloth  @ 
.85,  and  Trimmings  for  Dress,  $5.50.  Sold  F.  I.  Witmer,  6 yds.  Black 
Cassimere  @ $1.50,  and  received  from  him  $50  on  account. 

Note.— The  transaction  of  Irving,  Schindler  & Co.  may  be  recorded  thus : 
Irving,  Schindler  & Co.,  Or. 

By  3 ps.  Black  Cassimere , 

ea . 30—90  yds.,  @ 1.05 

2 ps.  Fancy  Cassimere , 

ea.  36=7%  yds. , @ 1.12% 

April  8.  Bought  of  Reynolds  & Moore,  Groceries,  amounting,  as 

per  Invoice,  to  $194.50,  and  paid  them  $377.92  in  full  of  accounts. 

Sold  K.  L.  Andre,  2 lbs.  Cheese  @ .22.  Sold  Wm.  Williams,  5 yds. 

Black  Cassimere  @ $1.50,  Thread,  Buttons,  etc.,  $1.45  ; bought  of  him 

8 bus.  Corn  @ .65.  Gave  eredit  to  F.  I.  Witmer  for  5 days  Labor 
painting  Store-room  @ $1.75.  Sold  Miss  Louisa  G.  Kline,  5 spools 
Sewing  Silk  @ .75.  Lent  V.  B.  Waldron,  $600  for  one  day. 

April  9.  Sold  M.  I.  Taylor,  28  yds.  Ingrain  Carpet  @ $1.25  ; bought 
of  him  72  lbs.  Butter  @ .41 , and  38  doz.  Eggs  @ .25.  Bought  of  Irving, 
Schindler  & Co.,  48  yds.  Broadcloth  @ $4.75.  Bought  of  Y.  B.  Wal- 


M.  I.  Taylor , 

By  80  doz.  Eggs , 


Cr. 


Dr. 


To  Sight  Draft  on  K.  L.  Andre  for 
balance  in  full. 


K.  L.  Andre , Cr. 

By  Sight  Draft  to  M.  I.  Taylor , 


95 


95 
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dron,  1 bbl.  Flour,  $7.25,  and  12  bus.  Oats  @ .45  ; sold  him  10  gals,  v 
O.  Syrup  @ $L10.  Sent  Irving,  Schindler  & Co.  a check  for  $200. 

Note  1.  The  first  item  of  Y.  B.  Waldron’s  account  is  recorded  By  1 
bbl.  Flour , with  price  in  “Item  Column,”  the  phrase  7.25”  not  being 
necessary  when  hut  one  barrel  of  flour  is  purchased. 

Note  2.  Enter  Irving,  Schindler  & Co.’s  account  in  the  Day  Book— 

Irving , Schindler  and  Co .,  Dr. 

To  Cash , per  check , WO. 

When  a debt  is  paid  by  check  or  bank-draft,  it  is  entered  as  paid  by  cash 
as  just  shown,  unless  we  keep  a Ledger  account  with  the  bank  in  which 
our  funds  are  deposited.  See  Art.  199. 

April  iO.  Bought  of  Wm.  Williams,  9 bus.  Potatoes  @ $1.05 ; sold 
him,  12  yds.  Bleached  Muslin  @ .22,  and  16  yds.  Calico  @ .162.  Sold 
M.  I.  Taylor,  3 lbs.  Y.  H.  Tea  @ $1.25,  12  gals.  N.  O.  Syrup  @ 1.10, 
and  14  lbs.  Cheese  @ .22  ; bought  of  him,  45  lbs.  Butter  @ .41,  and  65 
doz.  Eggs  @ .25.  Received  of  K.  L.  Andre,  Note  at  30  days  for  $80, 
and  Cash  for  balance  of  account,  $1.83.  Received  of  Y.  B.  Waldron, 
amount  lent  April  8.  Sold  a horse  to  Wm.  Williams  for  $225. 

Note.— K.  L.  Andre  receives  credit  for  note  at  30  days,  $80,  and  Cash  for 
balance  of  account,  $1.83. 

April  11.  Sold  Wm.  Williams,  19  yds.  Black  Merino  @.78.  Re- 
ceived of  Miss  Louisa  G-.  Kline,  Cash  in  full  of  account,  $4.50.  Sold 
Mrs.  S.  Behm,  1 box  Cashmere  Soap,  $1.85,  and  £ doz.  Towels  @ $3.75. 
Bought  a span  of  horses  of  Y.  B.  Waldron,  for  $375;  gave  him  a 
Draft  at  3 days  sight  on  Wm.  Williams  for  $200,  and  paid  him  Cash  $150. 

Note.— Debit  V.  B.  Waldron  and  credit  Wm.  Williams  for  draft. 

April  12.  Bought  of  Reynolds  & Moore,  3 bbls.  Porto  Rico  Sugar, 
258—22,  260—20,  262—23=715  lbs.  @ .15,  and  3 half-chests  Y.  H.  Tea, 
1 containing  70  lbs.  and  2 containing  74  lbs.  each ; tare  15  lbs.  each ; 
price  per  lb.  .95.  Received  of  Irving,  Schindler  & Co.,  4 Yest 
Patterns  @ $3.50,  ordered  April  10.  Authorized  them  to  draw  on  us 
for  amount  due ; they  did  so,  and  we  paid  sight  draft  at  First 
National  Bank  for  $217.50.  (See  Note  2,  p.  88.) 

Note  1.  The  account  of  Reynolds  & Moore  may  be  entered  thus: 

Reynolds  & Moore , Or. 

By  3 bbls.  Porto  Rico  Sugar , 

258-  22  ) 

260—20  \ =715  lbs.  @.15 

262—23  S 


3 half-chests  Y.  H.  Tea , 


88 


BOOKS  USED  IN  SINGLE  ENTRY. 


Noth  2.  Enter  Irving,  Schindler  & Co.’s  account  as  follows : 
Irving , Schindler  & Co.,  Or. 

By  k Vest  Patterns,  ordered  April  10,  @ 8.50 

Dr. 

To  Cash  for  Sight  Draft  in  full  of  accounts, 

Paid  at  First  National  Bank , 217.50 


THE  LEDGER. 

211.  The  Ledger  is  the  book  to  which  accounts  requiring  a 
personal  debit  or  credit  are  transferred  from  the  books  of 
original  entry,  so  as  to  present  each  person’s  account  by  itself. 
It  is  the  final  book  of  record  of  business  transactions. 

212.  As  the  Day  Book  is  frequently  the  only  book  of  original 
entry  in  which  accounts  requiring  a personal  debit  or  credit  are 
entered,  the  accounts  of  the  Ledger  are  generally  posted  from 
it ; they  may,  however,  be  posted  from  the  Sales  Book,  or  any 
other  book  of  original  entry. 


FORM  OF  RULING. 

213.  The  usual  form  of  ruling  the  Ledger  is  as  follows  : 

Dr.  Name.  Cts, 


POSTING.  f 

214.  An  account  that  consists  of  one  item  is  posted  To  (or  By) 
(name  of  item).  One  that  consists  of  various  articles  of  merchandise 
is  posted  To  (or  By)  Mdse,  (or  Groceries , Dry  Goods,  or  Hardware , as 
the  case  may  be).  One  that  consists  of  articles  not  usually  regarded 
as  merchandise,  or  of  merchandise  and  other  articles,  is  posted  To  (or 
By)  Sundries. 

215.  The  process  of  posting  is  as  follows  : 

1.  Enter  in  the  Ledger  (if  it  is  not  entered)  the  name  of  the  person 
whose  account  is  to  he  transferred,  with  Dr.  on  the  left  hand  side,  and  Or 
on  the  right  hand  side.  See  Art.  222. 

2.  Enter  the  date  on  the  proper  side,  in  the  column  for  dates. 
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3.  Enter  tlie  names  of  the  articles  on  the  proper  side , and  tlie  total 
amounts  in  the  proper  column.  See  Art.  214. 

4.  Enter  in  the  Ledger  the  page  of  the  hook  from  which  the  entry  is 
posted.  If  this  hook  is  the  Day  Book,  enter  the  page  only,  as  22 ; if  it  is 
another  hook,  as  the  Sales  Book,  write  the  initial  letter  and  page  ; as,  S 37. 

5.  Enter  in  the  hook  from  which  the  entry  is  transferred,  the  page  of  the 
Ledger  on  which  it  is  posted.  See  Art.  207. 

216.  The  number  of  accounts  on  a page  depends  upon  the  amount 
of  business  done  with  the  persons  whose  names  are  entered  in  the 
Ledger.  It  is  customary  to  allow  the  “ Stock  ” account,  in  business 
conducted  by  an  individual,  or  each  partner’s  account,  in  partnership 
business,  to  occupy  one  page. 

217.  A Ledger  account  entered  second  on  a page,  can  be  separated 
from  the  preceding  account  by  being  ruled  as  follows  : 

Dr. Name. Cr. 

Or  in  the  following  manner  : 

Dr.  Name.  Cr. 


218.  The  Ledger  postings  may  be  tested  as  follows 

1.  Find  the  difference  between  the  debtor  and  the  creditor  accounts  in 
the  Day  Book.  (If  accounts  are  posted  from  any  other  hook,  these  must 
also  he  reckoned.)  2.  Find  the  difference  between  the  debit  and  the 
credit  balances  of  the  Ledger.  3.  Compare  the  two  amounts  thus  found. 
If  they  agree,  the  posting  is  correct ; if  they  do  not  agree,  and  no  mistake 
was  made  in  finding  them,  a mistake  was  made  in  posting.  Search  for  it 
by  comparing  the  Ledger  entries  with  the  ones  in  the  books  from  which 
they  were  posted. 

The  foregoing  test  will  show  that  the  entries  were  posted  to  the  proper 
side.  To  ascertain  whether  the  entries  were  posted  to  the  proper  ac- 
counts, the  Ledger  entries  should  be  compared  with  the  entries  in  the 
books  from  which  they  were  posted. 

CLOSING. 

219.  When  an  entry  to  balance  an  account  is  posted,  the  account 
should  be  closed  by  summing  the  columns,  and  ruling  lines  across 
them,  as  shown  in  Art.  223.  Additional  entries  should  be  posted 

nder  the  ruled  lines,  without  opening  a new  account. 

220.  A Ledger  account  that  does  not  balance  is  closed  as  follows  : 

1.  An  entry  to  balance  the  account  should  be  made.  This  is  made  by 
entering  in  red  ink,  on  the  smaller  side  of  the  account,  the  difference  ol 
the  debits  and  credits,  thus : To  (or  By)  Balance  to  new  account.  (See  the 
account  of  F.  I.  Witmer,  Art.  264.)  If  the  account  is  to  be  transferred  to 
another  page  or  Ledger,  the  entry  should  be,  To  (or  By)  Balance  to  folio 

, or  Ledger  B. 
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2.  The  account  is  closed  by  summing  the  columns,  and  ruling  lines 
across  them. 

3.  The  account  is  re-opened  by  entering  in  black  ink  on  the  opposite,  or 
greater  side,  the  difference  of  the  debits  and  credits,  thus : By  (or  To)  Bal- 
ance from  old  account.  If  it  has  been  transferred  from  another  page  or 
Ledger,  the  entry  should  be,  By  (or  To)  Bal.  from  folio  — , or  Ledger  A. 

ERASURES. 

221.  Erasures  or  alterations  may  sometimes  be  made  in  the  Ledger, 

as  it  is  not  a book  of  original  entry.  An  error  may  also  be  corrected 
by  changing  the  figures  to  zeros,  or  posting  to  the  opposite  side  the 
amount  of  the  error  ; thus,  To  (or  By)  Error , . 

INDEX. 

222.  Every  Ledger  should  be  indexed , to  enable  the  accounts  in  it  to 
be  readily  found.  An  Index  contains  the  names  of  all  persons  having 
accounts  in  the  Ledger,  arranged  in  alphabetical  order,  with  the  pages 
on  which  the  accounts  are  entered. 

Note.— When  a small  Ledger  is  used,  the  Index  can  be  conveniently 
written  on  a few  of  its  first  pages ; but  with  a large  Ledger,  it  should  be 
written  in  a separate  book.  See  Art.  288. 

LEDGER  ENTRIES. 

223.  The  Day  Book  entries  in  Art.  209  are  posted  as  shown  below. 
Let  the  pupils  make  these  entries  in  the  proper  form  in  their  Ledgers. 

Note  1.  The  teacher  should  explain  and  illustrate  the  process  of  post- 
ing, as  described  in  Art.  215.  The  blackboard  may  be  conveniently  and 
profitably  used  for  this  purpose.  (See  table , p.  80,  for  the  number  of  ac- 
counts on  a page  in  the  pupil’s  Ledger.) 

Note  2.  Let  pupils  be  careful  not  to  omit  the  last  step  in  posting.  See 
Art.  215,  5,  and  also  Art.  207. 

Note  3.  Do  not  omit  to  close  an  account  when  it  balances.  See  Art.  219. 
(See  also  Balance,  p.  11,  and  Closing  an  Account , p.  12.) 


Dr.  K.  L.  Andre , Gr. 


1879. 

Apr. 

1 

To  Syrup, 

1 

6 

\60 

1879. 

Apr. 

2 

By  Cash, 

1 

6\ 

60 

Apr. 

3 

To  Lot , 

2 

375 

Apr , 

3 

4 

By  Note , 
Draft, 

2 

3 

20o\ 

95 : 



U 

Dr . F.  I.  Witmer , Or. 


1879  I 
Apr.  I 1 


To  Cas ., 


1 


15 


75 
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Dr.  M.  I.  Taylor , Cr. 


1879 

Apr. 

2 

3 

4 

To  Coffee, 
Mdse., 
Draft, 

1 

2 

2 

2 

23 

95 

4 0 
16 
11 

1879 

Apr. 

1 

2 

3 

4 

By  Butter, 
Eggs, 
Produce, 
Eggs, 

1 

1 

2 

2 

lh 

20 

65 

20 

70 

80 

37 

80 

no 

67 

no 

67 

Dr.  Miss  Louisa  G.  Kline , s Or. 

1879 

Apr. 

1 

3 

To  Mdse., 
Tea, 

1 

2 

30 

\75 

\60 

1 1879 
Apr. 

2 

By  Cash , 

1 

20 

Dr.  Beynolds  & Moore , Or. 

1879 

Apr. 

2 

To  Cash, 

1 

200 

1879 

Apr. 

2 

4 

By  Gro ., 
Sugar, 

1 

2 

275 

108 

13 

29 

POSTING  ( CONTINUED ). 

224.  When  the  foregoing  accounts  are  entered  in  the  Ledger,  the 
remaining  entries  in  the  pupil’s  Day  Book  should  be  posted.  New 
accounts  should  be  opened  in  the  Ledger  when  necessary. 

RESULT. 

225.  On  examining  the  different  accounts  in  the  Ledger,  after  the 
posting  is  completed,  the  following  results  should  be  obtained : Ac- 
count of  K.  L.  Andre,  closed ; F.  I.  Witmer,  Dr.  $68.25,  Cr.  $58.75 ; 
M.  I.  Taylor,  Dr.  $55.03,  Cr.  $73.72 ; Miss  Louisa  G-.  Kline,  closed ; 
Reynolds  & Moore,  Cr.  $271.60  ; Y.  B.  Waldron,  Dr.  $961,  Cr.  $1002.15 ; 
Miss  Mary  B.  Glover,  Dr.  $26.55;  Irving,  Schindler  & Co.,  closed; 
Mrs.  S*.  Behm,  Dr.  $36.40£;  Wm.  Williams,  Dr.  $254.05,  Cr.  $214.65. 

Notb.— These  amounts  maybe  written  in  very  small  figures  in  the 
Ledger  under  the  name  of  the  last  article  posted,  near  the  D.B.F.  column. 


226.  If  the  posting  is  tested  as  described  in  Art.  218,  the  following 
results  will  be  obtained : 


Day  Book. 

Total  debtor  accounts,  2950.51% 

“ creditor  “ 3170. 


Difference,  219.5* 


L BU  GBR. 

Total  debit  balances, 


credit 


Difference, 


1501.28% 

1620.87 

219.58% 


Since  the  differences  are  the  same,  the  posting  is  correct. 


Note.— The  best  test  for  Ledger  postings  is  described  in  the  second  para- 
graph of  Art.  218. 
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FA  CE  OF  LED  GEE. 

227.  A statement,  called  the  Face  of  Ledger , may  be  made  as  follows 
Face  of  Ledger , April  12,  1879.  Dr.  Gr. 


1 

F.  I.  Wiimer , 

68 

25 

58 

75 

2' 

M.  I.  Taylor , 

55 

03 

73 

72 

8 

Beynolds  & Moore , 

271 

60 

3 

V.  B.  Waldron , 

961 

1002 

15 

4 

Miss  Mary  B.  Glover , * * 

26 

55 

5 

Mrs.  S.  Behm , 

36 

40 \ 

5 

Wm.  Williams , 

254 

^ 2 
05 

214 

65 

U01 

28\ 

1620 

87 

REMARK. 

228.  The  foregoing  entries  in  the  Day  Boole  and  Ledger  show  the 
manner  of  recording  business  transactions  when  two  books  are  used. 
These  entries  illustrate  a common  method  of  Book-keeping,  as  used  in 
many  country  stores,  etc.  No  record  of  cash  sales  is  taken,  unless  for 
some  special  reason  ( e . g.,  to  keep  a record  of  all  transactions  with  a 
person  with  whom  we  have  dealings).  Cash  received  is  put  in  the 
drawer  or  safe,  and  used  when  needed.  It  is  strongly  recommended, 
however,  that  in  every  business  requiring  a Day  Book  and  Ledger , a 
Gash  Book  be  also  kept,  so  that  a record  of  all  business  transactions 
may  be  made,  and  the  amount  of  cash  on  hand  ascertained  at  any  time. 
The  Gash  Book  is  added  to  this  set,  and  its  use  is  shown  in  the  follow- 
ing pages. 

THE  CASH  BOOK. 

229.  The  Cash  Book  is  the  book  in  which  are  recorded  all  cash 
business  transactions. 

MANNER  OF  ENTERING. 

230.  There  are  two  general  forms  of  keeping  the  cash  account,  each 
of  which  may  be  modified  by  the  addition  of  columns,  etc.  In  the  first 
form,  the  amounts  of  cash  received  and  the  amounts  paid  are  recorded 
on  the  same  page,  in  separate  columns  ; in  the  second  form,  they  are 
recorded  on  separate  pages/ 

Note.— The  Cash  Book  of  the  first  set  is  kept  according  to  the  first  form, 
and  that  of  the  second  set,  according  to  the  second  form. 


THE  CASH  BOOK. 
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231.  The  left-hand  column  or  page  is  generally  used  to  record 
amounts  received  ; the  right-hand  column  or  page,  amounts  paid. 

Note. — In  Double  Entry,  the  column  or  page  of  tlie  Cash  Book  contain- 
ing a record  of  amounts  received,  is  called  the  Dr.  column  or  page ; and 
the  one  containing  a record  of  amounts  paid  is  called  the  Or.  column  or 
page. 

232.  The  rule  for  entering  accounts  in  the  Cash  Book  is  as  follows : 

All  sums  of  money  received  by  us  are  recorded  on  the  left-hand  side  or 

in  the  left-hand  column;  and  all  sums  paid  by  us  are  recorded  on  the 
right-hand  side  or  in  the  right-hand  column. 

233.  A statement  in  detail  of  each  cash  transaction  is  entered  in  the 
Cash  Book,  unless  it  has  been  entered  in  some  other  book. 

231.  On  the  first  line  of  writing  on  each  page  there  should  be  written 
the  word  Cash , with  Received  on  the  left-hand  side  or  above  the  left- 
hand  column,  and  Paid  on  the  right-hand  side  or  above  the  right-hand 
column 

BALANCING 

235.  The  cash  account  is  balanced  by  entering  in  red  ink  on  the  right- 
hand  side  or  in  the  right-hand  column  the  amount  of  cash  on  hand, 
and  summing  and  ruling  both  columns,  and  underneath  the  ruled 
lines,  entering  in  black  ink  on  the  left-hand  side  or  in  the  left-hand 
column  the  same  amount. 

Note.— For  the  form  of  balancing,  see  Art.  247  and  Art.  249. 

236.  The  difference  between  the  amounts  received  and  the  amounts  paid 
must  agree  with  the.  amount  of  cash  on  hand. 

237.  The  cash  account  should  be  balanced  frequently.  With  houses 
having  extensive  cash  business  transactions,  it  is  customary  to  balance 
the  cash  account  at  the  close  of  each  day. 

238.  The  cash  account  may  be  tested  at  any  time  without  balancing, 
by  finding  the  difference  between  the  amounts  received  and  the 
amounts  paid,  and  comparing  it  with  the  amount  of  cash  on  hand. 

239.  Cash  in  bank  is  usually  reckoned  as  cash  on  hand.  It  may  be 
recorded  in  balancing  as  Balance  on  hand , or  as  follows  : 

Balance  on  hand , In  Bank , — - 

„ “ Drawer  (or  Safe), 

TRANSFERRING  ACCOUNTS. 

210.  The  cash  account  may  be  transferred  from  one  page  to  another 
by  balancing,  the  entry  being  Balance  to  folio  — , on  the  page  from 
which  it  is  transferred,  and  Balance  from  folio  — , on  the  page  to  which 
it  is  transferred;  or  the  two  columns  mav  be  summed  and  the 
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amounts  transferred  with  the  following  entries : Amount  to  folio  — , 
on  the  page  from  which  it  is  transferred,  and  Amount  from  folio  — , on 
the  page  to  which  it  is  transferred. 

CORRECTING  ERRORS. 

241.  An  error  in  the  Cash  Book  can  generally  he  corrected  by  chang- 
ing the  figures  to  zeros  and  marking  the  entry  void , or  drawing  a red 
line  across  the  writing. 

AUXILIARIES. 

242.  As  auxiliaries  to  the  Cash  Book,  “ Tickets  ” and  the  Petty  Gash 
Book  are  sometimes  used.  By  their  use  we  avoid  numerous  entries  in 
the  Cash  Book,  etc. 


Tickets. 


243.  Tickets  are  used  by  clerks  and  salesmen.  On  making  a cash  sale, 
the  salesman  presents  the  money  received  for  the  sale  to  the  cashier  or 
book-keeper,  with  a card  or  ticket,  on  which  is  written  the  amount  re- 
ceived. These  tickets  are  preserved,  and  at  the  close  of  the  day  the 
amounts  are  summed  and  entered  in  the  Cash  Book,  thus : Received 
for  Sales , per  Tickets , or  Received  for  Sales  by  (name  of  salesman)  per 
Tickets. 

Petty  Cash  Book. 


244.  The  Petty  Gash  Book  is  a 
sales.  It  is  sometimes  used  as 
an  auxiliary  to  the  Cash  Book. 

245.  The  accompanying  form 
illustrates  its  use.  At  the  close 
of  the  day  the  sum  is  recorded 
in  the  Cash  Book,  thus : Received 
for  Small  Sales , — . 


book  in  which  are  recorded  small  cash 
Gash. 


1879 

Apr. 

1 

3 lbs.  Tea , @ 1.20 

2 “ Coffee,  @ .30 

1 yd.  Calico , 

2 “ Muslin , @ .23 
1 lb.  Tea , 

Etc.,  etc.. 

3 

1 

60 

60 

15 

h6 

20 

Tr.  to  C.  B.,p.  1, 

93 

28 

— 

1 

CASH  BOOK  ENTRIES. 
246.  Memoranda. 


Bird-in-Hand,  Pa.,  April  1,  1879.— Sold  25  yds.  Broadcloth  @ 
$6;  80  lbs.  Sugar  @ .12.  Paid  for  advertising  in  “ Examiner  and 
Express,”  $7.25.  Our  Small  Cash  Sales,  as  taken  from  the  Petty  Gash 
Book , amounted  to  $93.28. 

April  2.  Sold  22  yds.  Black  Cassimere  @ $1.50.  Received  of  Miss 
Louisa  Gr.  Kline,  $20  to  be  placed  to  her  credit.  Bought  2 bbls.  Floui 
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@ $7.75.  Paid  Reynolds  & Moore,  $200  on  account.  Sold  60  yds. 
Ingrain  Carpet  @ $1.25.  Paid  E.  I.  Stout  for  repairing  Store-room, 
$23.75.  Received  of  K.  L.  Andre,  Cash  in  full  of  account,  $6.60.  Re- 
ceived for  Small  Sales,  $188.60. 

April  3.  Paid  Freight  on  Goods  from  Philadelphia,  $13.40 ; Drayage 
from  Depot,  $2.75.  Sold  T.  R.  Baker  a Lamp  for  $7.50.  Received 
for  Small  Sales,  $121.78. 

April  Paid  $3  for  Postage  Stamps.  Sold  H.  H.  Quaill  55  yds. 
Broadcloth  @ $6 ; deducted  5 per  cent,  for  cash  payment.  Discounted 
at  Farmers’  National  Bank,  Lancaster,  Pa.,  K.  L.  Andre’s  note  of  3d 
inst. ; received  amount,  less  discount  for  32  days,  $198.93.  Bought  of 
G.  Fletcher  a Horse  for  $215.  Paid  for  Market-wagon,  $85.  Received 
for  Small  Sales,  $72.38. 

Form  op  Entry. 

247.  The  foregoing  memoranda  are  recorded  in  the  Cash  Book  as 
shown  below.  Let  the  pupils  copy  the  entries  in  the  proper  form  in 
their  Cash  Books.  (See  Art.  232. ; 

Note.— It  will  of  course  be  understood  that  the  foregoing  transactions 
are  cash  transactions.  These  memoranda  will  be  found  to  correspond  in 
date  to  those  previously  given  for  the  Day  Book  entries. 


Cash , Becd.  Pd . 


1879 

v 

Apr 

1 

Received  for  25  yds.  Broadcloth,  @ 6. 

150 

“ 80  lbs.  Sugar,  @ .12 

9 

60 

Paid  for  Adv.  in  Ex.  and  Ex., 

7 

25 

Received  for  Small  Sales, 

93 

28 

2 

“ 22  yds.  Black  Cassimere,  @ 1.50 

33 

“ of  Miss  Louisa  G.  Kline, 

20 

Paid  for  2 bbls.  Flour,  @ 7.75 

15 

50 

“ Reynolds  & Moore , on  % , 

200 

Received  for  60  yds.  Ingrain  Carpet , @ 1.25 

75 

Paid  E.  I.  Stout,  for  rep.  Store  room, 

23 

75 

Received  of  K.  L.  Andre,  in  full  of  (yc , 

6 

60 

“ for  Small  Sales, 

188 

60 

Balance  on  hand,* 

329 

58 



576 

08 

576 

08 

Apr 

~g~ 

Balance  on  hand, 

329 

58 

3 

Paid  Freight  on  Goods  from  Phila., 

13 

4 0 

“ Drayage  “ “ Depot , 

2 

75 

1 

1 

Amount  to  folio  2, 

329 

58 

16 

15 

* Red  ink  should  he  used  for  entries  not  printed  in  italics.  (See  Art.  1900 
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Cash , Becd.  Pd. 


1879 

Apr 

3 

Amount  from  folio  I, 

329 

58 

16 

15 

Received  of  T.  R.  Baker  for  Lamp , 

7 

50 

“ for  Small  Sales , 

121 

78 

4 

f Raid  for  Postage  Stamps, 

3 

Rec.  of  H.  H.  Quaill  for— 

55  yds.  Broadcloth,  @ 6.  330. 

Bed.  5 oj0  for  cash  pay1 1,  16.50 

313 

50 

Rec.  of  Farmers1  Nat.  Bank,  for  K.  L.  An- 

dre's Note  of  3d  inst .,  less  dis.  for  32  ds ., 

198 

93 

Paid  G.  Fletcher  for  Horse, 

215 

“ for  Market-wagon, 

85 

Received  for  Small  Sales, 

72 

38 

Balance  on  hand, 

724 

52 

101,3 

67 

ms 

67 

Apr 

nr 

Balance  on  hand, 

72k 

52 

Note.— The  usual  method  by  which  the  Cash  account  is  transferred  from 
one  page  to  another  is  illustrated  by  the  foregoing  entries.  It  may  also 
be  transferred  bj^  a balancing  entry.  See  Art.  240. 


248.  Memoranda  ( Continued ). 

The  following  memoranda  must  be  recorded  in  the  Cash  Book  in  the 
proper  form,  after  the  foregoing  entries  have  been  made  : 

April  5.  Sold  12  yds.  Black  Cassimere  @ $1.50  ; 25  gals.  K.  O.  Syrup 
@ $1.10.  Paid  for  Revenue  Stamps,  $1.50.  Our  Small  Sales,  as  taken 
from  the  Petty  Cash  Book,  amounted  to  $84.19. 

April  7.  Sold  15  yds.  Empress  Cloth,  @ .85.  Received  of  Miss 
Louisa  G.  Kline,  $25  on  account.  Paid  for  Lumber  for  Repairs, 
$11.85.  Sold  8 yds.  Black  Silk,  @ $2.75  ; 16  yds.  Black  Alpaca  @ .87 2 ; 
26  yds.  Black  Cashmere  @ $1.40.  Paid  for  Stationery,  per  Invoice, 
$160.40.  Paid  for  2 tons  Coal  @ $4.25.  Received  of  F.  I.  Witmer,  $50 
on  account.  Received  for  Small  Sales,  as  shown  by  the  Petty  Cash 
Book,  $120.53. 

April  8.  Paid  Reynolds  & Moore,  $377.92  in  full  of  accounts.  Sold 
5 reams  Letter  Paper  @ $3.50.  Paid  Freight  on  Merchandise  from 
Philadelphia,  $8.50.  Sold  8 yds.  Broadcloth  @ $6.  Paid  Drayage 
from  Depot,  $2.75.  Lent  Y.  B.  Waldron,  $600  for  1 day.  Received 
for  Small  Sales,  $90.55. 

, Note. — Let  the  pupils  balance  the  cash  account.  The  balance  of  cash  on 
Viand,  as  shown  by  the  Cash  Book,  is  $119.52. 
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April  9.  Sold  H.  H.  Quaill  25  yds.  Black  Cassimere  @ $1.50 ; de- 
ducted S'per  cent,  for  cash  payment.  Sent  Irving,  Schindler  & Co.,  a 
check  for  $200.  Our  Small  Sales,  as  recorded  in  the  Petty  Cash  Book, 
amounted  to  $197.72. 

Note  1.  Cost  of  Cassimere  sold  H.  H.  Quaill,  $37.50;  discount,  $1.87; 
amount  received,  $35.63. 

Note  2.  As  we  do  not  keep  a hank  account  in  our  Ledger,  or  a record  of 
cash  in  hank  in  the  Cash  Book,  I.,  S.  & Co.’s  account  is  entered  as  a cash 
payment,  thus : 

Paid  Irving,  Schindler  <&  Co.,  per  check. 

April  lO.  Sold  8 yds.  Black  Silk  @ $3.75.  Paid  K.  T.  Bissey  for  o 
days  labor  @ $1.50.  Received  of  K.  L.  Andre,  Cash  for  balance  of 
account,  $1.83.  Paid  K.  N.  Brown  for  painting  Sign,  $12.  Paid  for 
Iron- work  and  putting  up  Sign,  $6.50.  Small  sales  recorded  in  the 
Petty  Cash  Book,  $213.26.  Received  of  Y.  B.  Waldron,  amount  lent 
April  8. 

April  11.  Insured  Store  and  Goods  in  Lancaster  Fire  Insurance  Co. 
at  $5000,  paying  1 % premium.  Paid  for  policy,  $1.50.  Sold  3 webs 
N.  Y.  Bleached  Muslin,  each  containing  43  yds.,  @ .22.  Paid  Y.  B. 
Waldron,  $150.  Received  of  Miss  Louisa  G.  Kline,  Cash  in  full  of 
account,  $4.50.  Small  Sales  amounted  to  $131.21'. 

Note  1.  Enter  the  first  transaction  as  follows : 

Paid  Lancaster  Fire  Ins.  Co.  for  Insurance  on  Store 
and  Goods ? lper  cent,  on  §5000,  50 

Paid  for  policy,  , 1.50 

Note  2.  Enter  the  second  transaction  thus : 

Received  for  3 webs  N.  Y.  Bleached  Muslin, 
ea.  l$=l%9  yds.,  @ .22 

April  IS.  Discounted  at  Farmers’  National  Bank,  Lancaster,  Pa., 
K.  L.  Andre’s  Note  of  10th  inst.  for  $80 ; received  amount,  less  dis- 
count for  31  days.  Sold  2 Yest  Patterns  @ $4.25.  Paid  Sight  Draft  of 
Irving,  Schindler  & Co.,  at  First  National  Bank,  for  $217.50.  Small 
Sales,  per  Petty  Cash  Book,  $117.43. 

Note  1.  Bank  discount  is  deducted  from  the  face  of  K.  L.  Andre’s  note 
The  amount  received  for  the  note  is  $79.59. 

Note  2.  Let  the  pupils  balance  the  cash  account.  Balance  of  cash  on 
hand,  $925.57. 

Note  3.  After  the  foregoing  transactions  are  recorded,  let  the  pupils 
compare  tlie  Day  Book  and  Cash  Book  entries,  in  order  that  they  may 
fully  understand  why  some  entries  are  in  one  book  and  not  in  the  other, 
why  some  are  in  both  books,  etc.  (See  note  under  A rt,.  258.) 
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DAY  BOOK  AND  CASH  BOOK. 

250.  After  having  learned  the  nse  of  the  Day  Book  and  Cash 
Book  separately,  we  shall  now  take  the  two  books  together, 
making  the  entries  in  the  order  followed  in  actual  business. 

REMARKS. 

251.  In  a cash  business  transaction  requiring  a personal  debit  or 
credit,  the  entry  is  made  in  the  Day  Book  according  to  the  usual  form, 
and  a record  of  the  cask  part  of  the  transaction  made  in  the  Cash 
Book.  The  Day  Book  entries  should  be  made  first. 

252.  The  amount  of  cash  received  and  expended  may  be  transferred 
to  the  Day  Book  at  the  close  of  the  day  (6 'ash  being  debited  with  the 
amount  received  and  credited  with  the  amount  paid),  and  then 
posted ; or  it  may  be  transferred  directly  from  the  Cash  Book  to  the 
Ledger.  By  this  means  we  are  enabled  to  keep  a cash  account  in  the 
Ledger.  This  is  not  customary,  however,  in  Single  Entry. 

253.  Cash  in  bank  is  usually  reckoned  as  cash  on  hand,  and  a bill 
paid  by  check  is  recorded  as  paid  by  cash.  The  amount  of  cash  in 
bank  is  kept  in  the  Bank  Book.  (See  Art.  280.) 

254.  If  an  account  with  the  bank  in  which  we  have  deposited  funds 
is  kept  ki  the  Ledger  (as  described  in  Art.  199),  the  Cash  Book  will 
show  only  the  amount  in  drawer  or  safe. 

255.  A record  of  part  of  a cent  is  taken  in  the  Day  Book,  but  not, 
of  course,  in  the  amount  columns  of  the  Cash  Book. 

ENTRIES  FOR  DAY  BOOK  AND  CASH  BOOK. 

256.  The  Exercises  given  below  are  memoranda  of  transactions  as 
they  occur  in  business.  As  will  be  seen  by  the  date,  they  are  to  be 
entered  immediately  after  those  already  given.  The  Day  Book  and 
Cash  Book  are  u^ed  throughout  the  day. 

257.  The  Day  Book  entries  may  be  posted  at  the  close  of  each  day. 
In  actual  business,  accounts  are  posted  daily,  weekly,  or  at  such 
other  times  as  are  required  by  the  nature  of  the  business. 

258.  The  Exercises  in  Writing  Business  Papers  given  with  each 
day’s  memoranda,  should  be  carefully  prepared  by  the  pupil. 

Note.— Before  the  entiles  of  Art.  259  are  made,  let  the  teacher  see  that 
the  suggestion  made  in  Note  3,  p.  97,  is  carried  out.  He  may  copy  on 
the  blackboard  the  Day  Book  and  the  Cash  Book  entries  of  April  2,  and 
ask:  Why  are  some  accounts  entered  only  in  the  Day  Book?  Why  are 
some  entered  only  in  the  Cash  Book?  Why  are  some  entered  in  both 
hooks  ** 
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259.  Memoranda  ( Continued ). 

April  14.  Sold  Wm.  Williams,  on  % , 2 boxes  Soap  @ $1.85.  (D. 

B.*)  Sold  for  Cash,  18  yds.  Ingrain  Carpet  @$1.25.  (C.  B.)  Re- 

ceived of  Mrs.  S.  Belim,  $30  on  account.  (D.  B.,  C.  B.)  Bought  of 
Irving,  Schindler  & Co.,  on  <%,  35  yds.  Silk  @ $2.65.  Sold  Miss  Mary 
B.  Glover,  on  %,  16  yds.  Lawn  @ .10,  and  2 spools  Sewing  Silk  @ .25. 
Paid  M.  I.  Taylor,  Cash  on  %,  $15.  Sold  for  Cash,  8 yds.  Brogdcloth 
@ $5.80,  and  28  lbs.  Rio  Coffee  @ .30.  Bought  of  Reynolds  & Moore, 
Groceries,  amounting,  per  invoice,  to  $116.85,  and  paid  them  Cash,  per 
check,  $250.  Small  Sales,  per  P.  C.  B.,  amounted  to  $130.17. 

Exercises  in  Writing  Business  Papers.— 1.  Write  a i eceipt  to  be  given 
to  Mrs.  S.  Belim.  2.  W rite  an  invoice,  to  be  given  to  Miss  Mary  B.  Glover. 
3.  Write  a letter  to  Reynolds  & Moore,  63  South  Front  St.,  Philad’a.,  ac- 
knowledging receipt  of  goods,  and  enclosing  check  for  $250. 

April  15.  Paid  Drayage,  $2.25.  Sold  David  G.  Hart,  on  %,  6 lbs. 
Sugar  @ .21,  % lb.  Y.  H.  Tea  @ $1.25,  and  18  yds.  Unbleached  Muslin 
@ .16.  Sold  Mrs.  S.  Behm,  on  %,  15  yds.  Muslin  @ .212.  Sold 
25  yds.  Broadcloth  @ $5.80  ; deducted  5 % for  cash  payment.  Received 
by  mail  of  Miss  Mary  B.  Glover,  $25  on  account,  P.  O.  order.  Sold  for 
Cash,  1 piece  Black  Cassimere,  30  yds.  @ $1.40,  and  28  yds.  Unbleached 
Muslin  @ .16.  Bought  of  M.  I.  Taylor,  45  lbs.  Butter  @ .39,  85  doz. 
Eggs  @ 15*,  and  70  lbs.  Poultry  @ .14f ; sold  him  1 Test  Pattern, 
$4.50,  and  25  lbs.  Rio  Coffee  @ .30,  and  paid  him  Cash,  $20.  Paid  for 
Postage  Stamps,  $1.50.  Received  for  Small  Sales,  $91.40. 

Exercises  in  Writing  Business  Papers.— 1.  Make  out  a bill  for  David  G- 
Hart.  2.  Write  a letter  to  Miss  Mary  B.  Glover,  Strasburg,  Lancaster  Co., 
Pa.,  inclosing  a receipt;  and  as  she  desires  to  know  what  she  owes  us.  send 
also  an  account  current.  3.  Prepare  an  account  current  for  M.  I.  Taylor. 

April  16.  Received  of  David  G.  Hart,  Cash  in  full  of  acct.,  $4.77. 
Paid  Freight  on  Goods  received  from  Reynolds  & Moore,  $9.40.  Sold 
Mrs.  S.  Behm,  on  %,  18%  yds.  Silk  @ $3.40,  and  Trimmings  amounting 
to  $7.50.  Bought  of  B.  T.  N.  Anderson,  a House  and  Lot  for  $1275  ; 
gave  him  Note  at  60  days  for  $1000,  and  paid  him  Cash,  $200  ; balance 
on  account.  Sold  Miss  Mary  B.  Glover,  4%  yds.  French  Lawn  @ .40, 
and  received  of  her  Cash  in  full  of  accounts,  - — . Sent  a check  to 
Reynolds  & Moore  for  amount  due,  having  deposited  said  amount  in 
bank.  Paid  for  Furniture  for  Store-room,  $29.50.  Sold  for  Cash,  4 
pieces  Fancy  Cassimere,  ea.  32  yds.  @ $1.35.  Paid  Sight  Draft  of 


* The  initials  D.  B.  show  that  the  account  is  to  be  put  in  the  Day  Book . 
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Irving,  Schindler  & Co.,  at  First  National  Bank,  for , in  full  of 

amount  due  them.  Our  Small  Sales  amounted  to  1158.92. 

Note.— Let  the  pupils  balance  the  cash  account. 

Exercises  in  Writing  Business  Papers.— 1.  Write  the  receipt  given  to 
David  G.  Hart.  2.  Make  an  invoice  for  Mrs.  S.  Behm.  3.  Write  a promissory 
note  for  B.  T.  N.  Anderson.  4.  Write  the  receipt  given  to  Miss  Mary  B. 
Glover.  5.  Write  the  letter  and  check  sent  to  Reynolds  & Moore. 

RESULT. 

260.  The  Ledger  should  show  the  following  results  : Account  of  K. 
L.  Andre,  closed ; F.  I.  Witmer,  Dr.  $68.25,  Cr.  $58.75  ; M.  I.  Taylor, 
Dr.  $102.03,  Cr.  $114.77  ; Miss  Louisa  G.  Kline,  closed ; Reynolds  & 
Moore,  closed ; Y.  B.  Waldron,  Dr.  $961  Cr.  $1002.15  ; Miss  Mary  B. 
Glover,  closed  ; Irving,  Schindler  & Co.,  closed ; Mrs.  S.  Behm,  Dr. 
$110.03,  Cr.  $30 ; Wm.  Williams,  Dr.  $257.75,  Cr.  $214.65 ; D.  G.  Hart, 
closed ; B.  T.  N.  Anderson,  Dr.  $1200,  Cr.  $1275. 

261.  The  balance  of  cash  on  hand  should  be  $1021.56. 

EXERCISES. 

262.  The  postings  may  be  tested,  as  described  in  Art.  218. 

263.  A statement,  showing  the  “Face  of  Ledger,”  should  be  made. 

264.  The  accounts  of  the  Ledger  may  now  be  closed  and  the  bal 
ances  brought  down,  as  described  in  Art.  220.  Form  : 


Dr.  F.  I.  Witmer , Cr. 


1879 

Apr. 

1 

5 

7 

To  Cas., 
Cloth , 
Mdse., 

1 

3 

4 

15 
4 3 
9 

75 

5.0 

00  52, 

7 

8 
16 

By  Cash , 
Labor, 
Bal.  to 
new%, 

4 

5 

50 

8 

9 

75 

50 

68 

25 

68 

25 

Apr. 

~16~ 

To~Bal.  fr. 
old  % 

9 

50 

OTHER  BOOKS  USED  IN  SINGLE  ENTRY. 


THE  BILL  BOOK. 

265.  The  Bill  Boole  is  the  book  in  which  are  recorded  all 
promissory  notes,  drafts,  and  other  written  obligations,  received 
and  issued  in  business. 

266.  A full  description  of  the  note  or  draft  should  be  entered,  includ- 
ihg  date,  when  and  by  whom  issued,  in  whose  favor,  on  what  account, 


102 


BOOKS  USED  IN  SINGLE  ENTBY. 


when  received,  time  when  due,  and  amount.  When  it  is  paid,  or  other- 
wise disposed  of,  the  transaction  should  he  recorded,  with  date,  etc. 

Note.— Columns  are  generally  ruled  in  the  Bill  Book  for  convenience  in 
recording  descriptions  of  notes  and  drafts. 

267.  'fhe  Bill  Book  is  an  auxiliary  hook,  and  is  sometimes  dispensed 
with.  A record  of  Bills  Beceivahle  and  Bills  Payable  should,  however, 
always  he  kept,  unless  our  business  transactions  with  promissory 
notes  and  drafts  are  very  limited.  (See  page  28. ) 

FORM  OF  ENTR  Y IN  THE  BILL  B O OK. 

268.  The  following  forms  illustrate  the  manner  of  making  entries 
in  the  Bill  Book. 


Bills 


No. 

Kind. 

When 

received. 

Maker  or  Drawee. 

Indorser  or  Drawer. 

Payee. 

i 

BN 

1881 
Feb.  1 

J.  I.  Street. 

A.  O.  Lyon. 

Louis  C.  Lyte. 

2 

BN 

Feb.  5 

J.  R.  Benn. 

Louis  C.  Lyte. 

Bills 


No. 

Kind. 

When 

issued. 

Maker  or  Drawee. 

Indorser  or  Drawer. 

Payee. 

1 

BN 

1881 

Jan.  15 

Louis  C.  Lyte. 

James  Dawes. 

2 

BN 

Feb.  6 

Louis  C.  Lyte. 

S.  S.  Bark. 

THE  SALES  BOOK. 

269.  The  Sales  Booh  is  the  book  in  which  are  recorded  all 
sales,  with  manner  of  payment. 

270.  The  accounts  of  the  Sales  Book  are  generally  transferred  from 
it  to  the  Ledger,  Cash  Book,  or  Bill  Book.  The  initials  G.  B .,  B.  B.y  or 
the  number  of  the  Ledger  folio,  should  he  used  to  indicate  the  book  to 
which  the  entry  is  transferred.  See  L.  F.  column  in  the  form  of  entry 
given  in  Art.  275.  (See  also,  Art.  195,  and  215,  4.) 


BILL  , BOOK  AND  SALES  BOOK. 
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Note  1.  The  following  entries  are  a part  of  the  Bill  Book  entries  of 
Set  2.  They  should  not  he  copied  hy  the  pupil  in  his  blank  hook  until 
the  proper  place  in  the  writing  of  that  set.  (See  Art.  107.) 

Note  2.  In  the  column  marked  “When  due,”  the  entry,  Mar. /^indi- 
cates that  the  note  is  nominally  due,  Mar.  4,  and  legally  due,  Mar  7. 

Note  3.  These  entries  illustrate  a common  form  of  record  in  the  Bill 
Book.  The  form  here  given  is  sometimes  modified  hy  using  under  the 
heading  “When  due,”  twelve  columns,  for  the  twelve  months  of  the  year. 
If  a note  falls  due  March  7,  the  time  is  indicated  in  this  form,  hy  writing 
the  figure  7 in  the  column  for  March. 

Note  4.  The  Bill  Book  can  rarely,  if  ever,  he  advantageously  used  as  a 
principal  hook.  In  the  sets  given  in  this  hook,  it  is  never  thus  used. 


Beceivable . 


For  what 
received. 

Where 

payable. 

Date. 

Time. 

When 

due. 

Face. 

How  and  when 
disposed  of. 

Mdse. 

Jan.  3 

60  ds. 

Mar.  4/7 

171 

50 

Paid , Febr-25 , 1881 . 

Mdse. 

Feb.  5 

SOds. 

Mar.  7/10 

112 

60 

Payable. 


For  what 
issued. 

Where 

payable. 

Date. 

Time. 

When 

due. 

Face. 

How  and  when 
disposed  of. 

Mdse. 

Jan.  15 

Smos. 

Apr.15/18 

2500 

Mdse. 

Feb.  6 

10  ds. 

Feb16  i9 

82h 

60 

Paid,  Feb.  19,  1881. 

Note.— The  total  amount  of  a sale  on  account  is  transferred  to  the 
Ledger ; a description  of  the  hill  receivable  received  for  a sale  on  note  or 
draft  is  entered  in  the  Bill  Book ; the  total  amount  of  a cash  sale  is  entered 
in  the  Cash  Book  (see  note  on  page  130).  The  Sales  Book  entries  of  any 
date  should  generally  be  posted  before  the  Day  Book  entries  of  the  same 
date. 

271.  If  the  Sales  Book  is  used  as  an  auxiliary  hook,  the  amount  of  a 
sale  on  account  is  transferred  to  the  Day  Book ; thus,  John  Smith , Dr.f 
To  Sale-3,  ver  S.  B. 
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272.  The  Sales  Book  is  sometimes  used  to  preserve  a record  of  sales 
by  cash  and  note  only,  sales  on  account  being  recorded  in  the  Day 
Book.  It  is  to  be  preferred,  however,  to  record  all  sales  in  the  Sales 
Book,  when  one  is  kept. 

273.  Accounts  to  be  entered  in  both  the  Sales  Book  and  anothei 
book,  should  be  entered  first  in  the  Sales  Book. 

274.  When  the  Day  Book  and  Sales  Book  are  both  kept  as  principal 
books  (as  they  are  in  Set  3),  the  entries  of  the  Day  Book  are  the  same 
as  shown  in  Set  I,  omitting  all  sales. 

FORM  OF  ENTRY  IN  THE  SALES  BOOK. 

275.  The  following  forms  illustrate  the  manner  of  keeping  the  Sales 
Book.  On  account , etc,  may  be  written  as  shown  in  the  forms,  or  to 
the  right  of  the  name,  as  JV.  Frederick , On  account.  (See  Art.  204.) 

Note.— The  following  entries  are  the  first  ones  made  in  the  Sales  Book- 
in  Set  3.  They  should  not  be  entered  in  the  Sales  Book  by  the  pupil  until 
he  begins  that  set.  (See  Art.  270,  and  note  under  it.)  / 


Philadelphia , July  2,  1880. 


> 9 

' 13 

' 50 

60 

1 SO 

60 
27 

48 

144 

42 

50 

5 

33 

76 

CB 


IV.  Frederick , 

24  Silk  Handkerchiefs , 


On  account. 


Ira  Packard , 

1 case  Children's  Shoes , 60  prs.,  ( 

2 “ “ Gaiters , 96 prs.,  < 

3 ps.  English  Tweed,  27  yds.,  1 
Acceptance  at  10  days. 


Wm.  T.  Bush, 

4 cases  Men's  Con.  Gaiters,  96  prs.,  © 1.50 
2 “ “ Canada  Ties,24prs.,(f 

On  account. 


James  Magoon, 

1 ps.  Striped  Velvet,  10  yds.,  @ 5. 
6 “ Paper  Cambrics,  72  yds.,  @ .08 
10  “ Lynn  Cottons,  300  yds.,  @ .11 
Cash. 


72 


117 


60 


48 


186 


88 


76 


THE  INVOICE  BOOK. 
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INVOICE  BOOK. 

276.  The  Invoice  Book  is  the  book  in  which  is  preserved  a 
record  of  goods  received. 

277. '  Entries  in  this  hook  generally  consist  of  copies  of  invoices  of 
goods  bought,  or  received  to  be  sold  on  commission.  Sometimes,  how- 
ever, the  original  invoice  is  pasted  in  a blank  book  used  for  the  pur- 
pose, and  called  the  Invoice  Book.  (See  Art.  28.) 

278.  Many  merchants,  especially  retailers,  dispense  with  the  Invoice 
Book,  and  place  the  invoices  on  file. 

279.  The  Invoice  Book  can  be  used  as  a principal  book,  and  accounts 
can  be  transferred  from  it  directly  to  theLedger,  Cash  Book,  or  Bill 
Book.  It  is  not,  however,  generaltylhus  used. 

Note.— The  entries  in  this  book  being  copies  of  bills,  no  special  form  is 
required  to  be  given.  See  Art.  584. 

BANK  BOOK. 

280.  The  Bank  Book  is  a small  memorandum  book  furnished 
by  banks  to  persons  who  deposit  funds  with  them.  On  one  side 
are  recorded  the  amounts  deposited  ; on  the  other,  the  amounts 
drawn  out. 

281.  The  form  of  entry  in  the  Bank  Book  is  similar  to  that  of  a 
Ledger  account. 

282.  Entries  in  the  Bank  Book  should  be  made  by  an  officer  of  the 
bank.  When  a deposit  is  made,  the  depositor  should  take  his  Bank 
Book  with  him,  and  receive  credit  in  it  for  the  deposit.  When  desired, 
the  book  may  be  left  at  the  bank,  for  the  amounts  drawn  out  to  be 
entered  and  the  account  balanced. 

CHECK  BOOK. 

283.  The  Check  Book  is  a book  of  printed  blank  checks,  with 
a margin  for  a record  of  checks  issued.  The  marginal  entries 
may  be  kept  so  as  to  include  the  bank  account,  if  preferred. 

284.  Many  business  houses  keep  no  other  bank  account  than  the 
Check  Book,  the  balance  of  cash  in  bank  being  included  in  the  balance 
on  hand.  See  Art.  239. 

Note.— The  form  of  entry  being  indicated  by  the  printed  blank,  it  is  rot 
.required  to  be  given  here 
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RECEIPT  BOOK. 

285.  The  Beceipt  Book  is  a book  in  which  receipts  are  entered. 

286.  A book  used  to  preserve  a record  of  receipts  given  is  also 
called  a Beceipt  Book . It  is  a book  of  printed  blank  receipts^ 
with  a margin  for  a record  of  receipts  issued. 

287.  In  some  kinds  of  business,  the  Receipt  Book,  as  described  in 
Art.  286,  is  used  as  a book  of  original  entry,  from  which  accounts  are 
transferred  to  the  Ledger,  Cash  Book,  etc. 

INDEX  BOOK. 

288.  The  Index  Book  is  a small  book  containing  an  index  to 
the  Ledger.  See  Art.  222. 

LETTER  BOOK. 

289.  The  Letter  Book  is  a book  in  which  copies  of  letters  sent 
are  preserved.  (See  Art.  130.) 

TIME  BOOK. 

290.  The  Time  Book  is  a book  used  to  keep  a record  of  the 
time  that  employes  work. 

291.  The  Time  Book  is  a necessary  auxiliary  book  when  the  busi- 
ness requires  the  employment  of  a number  of  laborers. 

292.  The  following  form  illustrates  its  use.  At  the  close  of  the  week 
or  month,  the  total  amount  paid  should  be  transferred  to  the  Cash 
Book,  as  follows  : Paid  wages  of  Employes , - — . 


Time  Book. 


Names. 

Wages 

PER  WK. 

Oct. 

Am’t. 

DUE. 

6 

7 

8 

9 

10 

11 

W.  K.  Baker , 

15 

10 

10 

10 

10 

10 

10 

y 15 

H.  J.  Landis , 

10 

10 

5 

5 

10 

10 

10 

V 8 

33 

George  Wilkins , 

6 

50 

10 

10 

10 

V 3 

25 

John  Frantz , 

2 

50 

10 

10 

IV* 

5 

5 

/ 1 

87 

Total , 

28 

U5 

Note. — The  figures  refer  to  the  number  of  hours  worked  each  day.  1, 
f,  etc.,  may  also  be  used.  The  check  mark  (/  shows  that  the  workmen 
have  been  paid. 


THE  MEMORANDUM  BOOK. 
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MEMORANDUM  BOOK. 

293.  The  Memorandum  Book  is,  as  its  name  signifies,  a book 
in  which  memoranda  are  kept. 

294.  Although  not  strictly  one  of  a set  of  books,  the  memorandum 
book  is  of  great  importance.  In  it  should  be  included  memoranda  of 
promised  business  transactions,  agreements,  contracts,  and  engage- 
ments of  all  kinds.  A marginal  entry  should  be  made  when  a con- 
tract is  filled  or  annulled,  an  engagement  is  met,  etc.  The  Mem- 
orandum Book  should  be  frequently  reviewed,  to  see  that  nothing  is 
neglected.  No  special  form  of  keeping  this  book  is  necessary,  as  the 
entries  are  very  simple. 


295.  In  addition  to  the  books  already  described,  there  are 
several  others  less  important,  but  nevertheless  convenient  in 
some  kinds  of  business.  Among  these  are  the  following  : 

Commission  Sales  Book , a book  in  which  is  preserved  a record  of 
goods  sent  to  be  sold  on  commission. 

Commission  Invoice  Book , a book  in  which  is  preserved  a record  of 
goods  received  to  be  sold  on  commission. 

Order  Book , a book  for  taking  copies  of  orders  received  for  mer- 
chandise. 

Expense  Book,  a book  for  keeping  an  account  in  detail  of  petty 
expenses. 

Complaint  Book , a book  in  which  is  kept  a record  of  complaints 
made  with  reference  to  the  business. 

296.  Besides  the  foregoing  books,  other  books  may  be  used 
when  the  nature  of  the  business  demands  it.  The  number  of 
books  required  and  the  manner  of  keeping  them,  depend  upon 
the  character  and  extent  of  the  business.  It  is  strongly  recom- 
mended that  no  more  books  be  used  than  necessary  to  preserve 
a complete  history  of  the  business  transacted. 

297.  When  books  are  filled,  they  should  be  carefully  laid  away. 
No  books,  however  small  or  unimportant  they  may  be,  should 
be  destroyed  or  lost. 

Note. — For  the  Review  Questions  for  this  section,  see  page  169. 


SECTION  II. 

OPENING  AND  CLOSING  BOOKS. 

npHE  process  of  making  the  entries  necessary  to  show  the 
-L  financial  condition  of  an  individual  or  a firm  beginning 
business,  is  called  opening  a set  of  books. 

299.  The  process  of  making  the  entries  necessary  to  show  the 
financial  condition  of  an  individual  or  a firm  conducting  or  clos- 
ing business,  is  called  closing  a set  of  books. 

Note.— Tlie  first  set  given  in  this  section  is  designed  to  show  the  method 
of  opening  and  closing  a set  of  books  that  record  the  transactions  of  a 
business  conducted  by  an  individual ; the  second  set  is  designed  to  show 
the  method  of  opening  and  closing  a set  of  partnership  books ; and  the 
third  set  is  designed  to  show  the  method  of  closing  a set  of  books  upon  the 
admission  of  a partner,  etc. 


SET  II.— INDIVIDUAL  BUSINESS. 

300.  The  method  of  opening  and  closing  a set  of  books  will 
be  fully  explained  in  the  following  pages. 

301.  The  books  kept  in  this  set  are  the  Day  Book , Ledger , 
Cash  Book , and  Bill  Book.  The  set  furnishes  a complete  and 
satisfactory  record  of  accounts,  which  can  be  advantageously 
used  in  wholesale  and  retail  houses. 

302.  The  opening  and  closing  entries  of  the  various  books 
should  be  copied  by  the  pupils  in  the  proper  form,  in  their  blank 
books.  Let  ink  be  used  for  this  set,  and  all  succeeding  ones. 
Pupils  must  work  very  carefully  and  slowly  at  first,  so  that  no 
alterations  will  be  needed  in  their  entries.  Red  ink  should  not 
be  dispensed  with,  if  it  can  be  had,  as  it  is  required  for  ruling 
and  balancing,  and  adds  greatly  to  the  appearance  of  a set  of 
books. 
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O^E^rasrG^  BOOKS. 

RESOURCES  AND  LIABILITIES. 

303.  At  the  beginning  of  business,  an  account  of  stock  must  be 
taken,  and  the  Resources  and  Liabilities  must  be  fully  ascertained. 
The  information  thus  obtained  will  furnish  the  data  necessary  for 
opening  the  books. 

304.  A statement  of  Resources  and  Liabilities,  to  be  used  in  opening 
the  books  of  Set  2,  is  presented  in  the  following  memoranda. 

305.  Memoranda. 

Chautauqua,  N.  Y.,  Feb.  1,  1881. — Louis  C.  Lyte  began  business 
with  the  following  Resources  and  Liabilities.  Resources:  Cash, 
$1822.20  ; Note  of  J.  I.  Street,  in  his  favor,  dated  Jan.  3,  1881,  payable 
in  60  days,  A.  O.  Lyon,  indorser,  $171.50  ; personal  accounts  due  him, 
as  follows  : Robert  Barker,  $350  ; Henry  Ivison,  $222.50  ; J.  C.  Bryant, 
$186;  L.  Fairbanks,  $443.75.  Liabilities:  Note  due  James  Dawes,  at 
3 mos.  from  Jan.  15,  $2500;  Personal  accounts  due  others,  Louis 
Clarkson,  $150. 

Note.— Let  the  pupil  use  his  own  name  and  post-office  address  in  place 
of  Louis  C.  Lyte , Chautauqua,  N.  Y.,  both  in  the  books  and  in  writing 
business  papers.  The  dates  in  the  book  should  be  used. 


OPENING  THE  DAY  BOOK. 

METHOD  OF  OPENING. 

306.  The  Method  of  Opening  the  Day  Book  is  as  follows  : 

1.  On  the  first  page  there  should  be  written  the  name  of  the  book, 
Day  Book ; the  number  of  the  book,  as  No.  1,  or  A;  the  name  of  the 
person  or  firm  conducting  the  business ; the  place  of  business ; and  thr 
date  of  beginning.  See  Art.  307.  (See  also,  page  80. ) 

2.  The  place  of  business  and  the  date  of  beginning  should  be  written 
on  the  first  ling  of  writing  of  folio  3.  See  Art.  204  and  308. 

3.  A statement  of  Resources  and  Liabilities  should  be  entered  next. 

4.  The  debit  and  credit  balances  of  personal  accounts,  as  shown  by 
the  statement  of  Resources  and  Liabilities,  should  be  entered  next,  in 
the  proper  form. 

5.  The  business  transactions  of  the  day  that  require  a personal  debit 
or  credit  should  be  entered  in  the  order  of  their  occurrence  See 
Art.  195. 
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FORM  OF  OPENING , 

307.  In  the  middle  of  the  first  page  of  the  Day  Book  there  should  he 
written,— 

Bay  Book 

B. 

Louis  C.  Byte , 

Chautauqua , N.  Y.,  Feb.  1,  1881. 

308.  The  foregoing  statement  of  Resources  and  Liabilities  is  entered 
on  the  third  page  of  the  Day  Book  in  the  following  form  : 

Chautauqua , N.  Y Feb.  1 , 1881. 


Began  business  as  follows: 
Mesources : 

Cash , 

Note  of  J.  I.  Street , at  60  days  from 
Jan.  8, 

Personal  accounts  due  us, 

Robert  Barker,  Bal.  of  %, 

Henry  Imson,  “ 

J.  C.  Bryant,  “ 

L.  Fairbanks , “ 

Liabilities : 

Note  due  James  Dawes,  at  3 months 
from  Jan.  15, 

Personal  accounts  due  others, 

Louis  Clarkson, 


1822 

171 

350 

222 

186 

US 


2500 

150 


a 

Robert  Barker, 

To  Bal.  of  %, 

it 

Dr. 

Henry  Imson, 

To  Bal.  of  %, 

it 

Dr. 

J.  0.  Bryant, 

To  Bal.  of  %, 

Dr. 

L.  Fairbanks, 

To  Bal.  of%, 

tt 

Dr. 

Louis  Clarkson, 

By  Bal.  of  % , 

Cr. 

3195 


2650 


350 


95 


186 


US 


150 


50 
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309.  The  foregoing  form  of  recording  the  Resources  and  Liabilities 
is  the  one  commonly  used.  Another  form  is  as  follows  : 

Stock , Gr. 

By  the  following  Resources : 

Gash , " 

Etc.,  etc. 

T)r. 

To  the  following  Liabilities  : 

Note  due  James  Dawes , etc. 

Etc.,  etc. 

Note.— The  term  Stock  is  used  to  represent  the  business  concern.  Some 
prefer  to  use  the  name  of  the  owner  of  the  business,  instead  of  the  word 
Stock ; as  Louis  C.  Lyte , Or.,  etc.  The  name  may  also  be  used  in  the 
Ledger  instead  of  Stock,  for  the  first  account  in  that  book.  See  Art.  310. 


OPENING  THE  LEDGER. 

METHOD  OF  OPENING. 

310.  The  Method  of  Opening  the  Ledger  is  as  follows  : 

1.  The  first  folio  of  the  Ledger  should  be  the  same  as  folio  1 of  the 
Day  Book,  except  that  for  “Day  Book,”  the  name  Ledger  should  be 
substituted.  See  Art.  311.  (See  also,  page  80.) 

2.  The  first  account  of  the  Ledger  should  be  placed  on  folio  3.  This 
account,  in  individual  business,  is  termed  Stock.  See  Art.  312. 

3.  In  individual  business,  the  amount  of  Resources,  as  shown  by  the 
first  entry  in  the  Day  Book,  should  be  posted  to  the  credit  side  of  the 
Stock  account,  and  the  amount  of  Liabilities  to  the  debit  side  of  said 
account. 

4.  Accounts  should  be  opened  in  the  Ledger  in  the  order  in  which 
they  occur  in  the  Day  Book. 

5.  An  index  to  the  Ledger  should  be  made. 

FORM  OF  OPENING. 

311.  In  the  middle  of  the  first  page  of  the  Ledger  there  should  be 
written,— 

Ledger 

B. 

Louis  C.  Lyte , 

Chautauqua,  N.  T.,  Feb.  1,  1881 . 
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312.  The  entries  of  the  Day  Book  should  be  transferred  to  the  Ledger 
in  the  following  manner,  the  first  account  being  placed  on  folio  3. 

Note.— Draw  the  first  single  horizontal  line  on  the  second  line  of 
writing  above  the  name  of  Robert  Barker  in  the  Ledger. 

Dr.  Stock , Cr 


1881 

Feb. 

l 

To  Liab., 

s 

2650 

1881 

Feb. 

1 

By  Res., 

3 

| 3195 

95 

Dr. 

Bobert  Barker , 

Cr. 

1881 

Feb. 

i 

To  Balance, 

3 

350 

to 

Henry  Ivison , 

Cr. 

1881 

Feb. 

l 

To  Balance, 

3 

222 

\50 

Dr. 

J.  C.  Bryant , 

Cr 

1881 

Feb. 

l 

To  Balance , 

3 

186 

Dr. 

L. 

Fairbanks , 

Cr. 

1881 

Feb. 

' = 1 

1 

1 

To  Balance J 

l 

! 

3 

1 

U+3 

75 

Dr. 

Louis  Clarkson , 

Cr. 

1 

| 

1 

1 

1881 

Feb. 

1 

By  Balance , 

3 

150 

313.  An  index  to  the  Ledger  should  be  made.  (See  Art.  222.)  For 
convenience,  the  index  may  be  placed  on  the  second  page  of  the  pupil’s 
Ledger.  As  it  is  made  by  simply  arranging  the  names  in  alphabetical 
order  (leaving  vacancies  for  names  to  be  added),  it  is  not  necessary  to 
present  a form  to  show  how  it  is  done. 
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OPENING  THE  CASH  BOOK. 

METHOD  OF  OPENING. 

314.  The  Method  of  Opening  the  Gash  Book  is  as  follows  : 

1.  The  first  folio  of  the  Cash  Book  should  he  the  same  as  folio  1 of 
the  Day  Book;  except  that  for  “Day  Book”  the  name  Gash  Book 
should  be  substituted.  See  Art.  315. 

2.  The  third  folio  should  begin  as  described  in  Art.  234. 

Note.— If  tiie  second  form  is  used  (see  Art.  249),  we  should  take  the 
second  folio  of  the  Cash  Book  for  the  entries  of  amounts  received,  be- 
ginning it  as  described  in  Art.  234. 

3.  The  first  account  in  the  Cash  Book  is  the  amount  of  cash  on  hand 
at  beginning  business,  or  the  amount  invested  in  business  as  obtained 
from  the  statement  of  Resources  and  Liabilities.  This  is  entered  on 
the  left-hand  side,  or  in  the  left-hand  column. 

4.  The  cash  business  transactions  are  entered  in  the  order  of  their 
occurrence. 

FORM  OF  OPENING. 

315.  In  the  middle  of  the  first  page  of  the  Cash  Book  there  should  be 
written, — 

Gash  Book 

B. 

Louis  G.  Lyte , 

Chautauqua , N.  T.f  Feb.  1 , 1881. 

316.  The  Cash  Book  of  the  second  set  may  be  kept  according  to  the 
second  form.  For  the  form  of  the  opening  entry  see  Art.  249. 

Note.— Only  the  cash  entry  of  Feb.  1 should  now  be  made. 


OPENING  THE  BILL  BOOK. 

METHOD  OF  OPENING. 

317.  The  Method  of  Opening  the  Bill  Book  is  as  follows : 

1.  The  first  folio  of  the  Bill  Book  should  be  the  same  as  folio  1 of 
the  Day  Book,  except  that  for  “Day  Book”  the  name  Bill  Book 
should  be  substituted.  See  Art.  318. 

2.  On  the  “Bills  Receivable”  page  there  should  be  entered  a full  de- 
scription of  all  promissory  notes  and  drafts  included  in  the  Resources  ; 
and  on  the  “Bills  Payable”  page,  there  should  be  entered  a full  de- 
scription of  all  promissory  notes  and  drafts  included  in  the  Liabilities . 
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3.  A record  of  all  promissory  notes  and  drafts  received  and  issued  in 
Dusiness  should  he  made  on  the  proper  date.  See  Art.  265,  etc. 

FORM  OF  OPENING. 

318.  In  the  middle  of  the  first  page  of  the  Bill  Book  there  should  he 
written, r— 

Bill  Book 

B. 

Louis  (7.  Lyte, 

Chautauqua,  N.  T.,  Feb.  1 , 1881. 

319.  For  the  form  of  the  opening  entries  on  the  next  page  of  the 
Bill  Book,  see  Art.  268. 

Note.— Only  the  note  included  in  the  Resources  and  the  one  included 
In  the  Liabilities,  should  now  he  recorded. 


OTHER  BOOKS. 

320.  The  name  of  each  hook  of  a set  should  he  written  on  the  first 
page,  with  the  name  of  the  person  conducting  the  business,  the  place, 
and  the  date  of  beginning.  No  special  record  other  than  this  is  re- 
quired to  he  made,  except  in  the  hooks  mentioned  in  this  section. 


MEMORANDA  ( Continued ). 

321.  The  following  memoranda  must  he  entered  by  the  pupils  in  the 
proper  books,  after  the  opening  entries  given  on  the  preceding  pages. 
It  will  of  course  he  understood  that  these  entries  are  a part  of  Set  2, 
and  follow  those  already  made.  (See  Sug.  2,  p.  80. ) 

322.  The  Exercises  in  Writing  Business  Papers  should,  like  the 
entries  in  the  various  books,  he  written  in  ink. 

February  1.  Bought  of  Springer  & Whiteman,  on  %,  20  hags  Rio 
Coffee,  1670  lbs.,  @ .15,  15  tierces  Rice,  7500  lbs.,  @ .01,  and  15  hhds. 
Cuba  Sugar,  11000  lbs.,  @ .05.  (D.  B.) 

Exercises  in  Writing  Business  Papers.— 1.  Write  a letter  to  Springer  & 
Wbiteman,  N.  Y.,  acknowledging  receipt  of  Mdse,  in  good  condition.  2. 
Make  a copy  of  the  invoice  sent  by  Springer  & Whiteman. 

Feb.  2.  Bought  of  Alex.  Curley,  for  Cash,  12  hhds.  N.  O.  Molasses, 
720  gals.,  @ .10,  20  boxes  Soap,  1150  lbs.,  @ .08,  and  10  bbls.  Pork, 
2000  lbs.,  @ .10.  (C.  B.  See  Art.  197  and  219.) 


OPENING  THE  DAY  BOOK. 
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Feb.  3.  Sold  Lewis  Lyman,  on  %,  30  lbs.  Coffee  @ .18,  20  lbs.  Rice 
@ .05%,  and  100  lbs.  Sugar  @ .08%.  Received  Cash  of  Robert  Barker, 
in  full  of  %.  (D.  B.,  C.  B.) 

Exercises  in  Writing  Business  Papers.— 1.  Make  an  invoice  for  .Lewis 
Lyman.  2.  Write  a receipt  for  Robert  Barker. 

Feb.  4.  Paid  Cash  for  Incidental  Expenses,  $20.  (C.  B.) 

Feb.  5.  Sold  Alonzo  Mitchell,  on  %,  1 bag  Rio  Coffee,  80  lbs.  @ 
18,  20  gals.  N.  O.  Molasses  @ .50,  and  30  lbs.  Rice  @ .05%.  Bought 
of  Peter  Duff,  for  Cash,  300  lbs.  English  Dairy  Cheese  @ .20,  and  250 
lbs.  Butter  @ .18.  Sold  John  R.  Penn,  on  his  note  at  30  days,  5 boxes 
Soap,  350  lbs.,  @ .10,  and  6 bags  Rio  Coffee,  485  lbs.,  @ .16. 

Note.— Enter  Jolm  R.  Penn*s  account  in  the  Day  Book  and  Bill  Book. 
Day  Book  entry  (see  Art.  198) : 

John  R.  Penn , Dr . 

To  5 boxes  Soap , etc. 

6 bags  Rio  Coffee,  etc. 

Cr. 

By  Note  at  SO  days,  112.60 

Exercises  in  Writing  Business  Papers.— 1.  Make  an  invoice  for  Alonzo 
Mitchell.  2.  Make  a copy  of  the  note  given  to  you  by  John  R.  Penn. 

Feb.  6.  Bought  of  S.  S.  Park,  on  our  note  at  10  days,  40  half  chests 
Y.  H.  Tea,  2356  lbs.,  @ .35.  Sold  Charles  Strong,  for  Cash,  10  half 
chests  Tea,  580  lbs.,  @ .48,  and  100  lbs.  English  Dairy  Cheese  @ .22. 

Note  1.  Enter  account  of  Charles  Strong  in  the  Cash  Book  only. 

Note  2.  Balance  the  cash  account.  See  Art.  249,  and  foot-note,  p.  95. 

Exercise  in  Writing  Business  Papers.— 1.  Write  a letter  to  S.  S. 
Park,  N.  Y.,  inclosing  note. 

Feb.  9.  Sold  Samuel  Davis,  for  Cash,  50  lbs.  Butter  @ .20,  50  lbs. 
Coffee  @ .18,  and  30  gals.  Molasses  @ .50. 

Feb.  II.  Paid  Henry  Wilson,  Clerk,  $15.  (D.  B.,  C.  B.)  Bought 

of  James  Simpson,  on  %,  15  bbls.  Crushed  Sugar,  2520  lbs.,  @ .10. 

Feb.  13.  Sold  Henry  Dwight,  for  Cash,  30  gals.  Molasses  @ .50,  10 
lbs.  Rice  @ .06,  and  1 box  Soap,  75  lbs.,  @ .10. 

Feb.  15.  Received  Cash  on  % of  Henry  Ivison,  $100.  Sold  Thomas 
Hunter,  on  %,  5 half  chests  Tea,  275  lbs.,  @.50,  50  lbs.  English  Dairy 
Cheese  @ .23,  and  25  lbs.  Rice  @ .05.  Sold  Henry  Ivison,  on  %,  20 
gals.  Molasses  @ .50,  and  3 boxes  Soap,  210  lbs.,  @ .10. 

Exercise  in  Writing  Business  Papers. — Write  a receipt  for  Henry  Ivison. 

Feb.  16.  Received  Cash  in  full  of  J.  C.  Bryant’s  %.  Sold  W.  H. 
Joeckel,  for  Cash,  2 bbls.  Crushed  Sugar,  330  lbs.,  @ .14. 

Exercise  in  Writing  Business  Papers.— Write  a receipt  for  J.  C.  Bryant 


116 


OPENING  AND  CLOSING  BOOKS. 


Feb.  IT.  Sold  Lewis  Lyman  on  %,  50  lbs.  Bio  Coffee  @ .20,  and  100 
lbs.  Crushed  Sugar  @ .14. 

Feb.  19.  Paid  Cash  in  full,  for  our  note,  favor  of  S.  S.  Park,  dated 
February  6,  due  this  day.  (B.  B.,  C.  B.  See  page  103.) 

Feb.  20.  Sold  Bobert  Burns,  for  Cash,  100  lbs.  Crushed  Sugar  @.14. 
Beceived  Cash  of  Henry  Ivison,  in  full  of  %. 

Note.  Balance  tbe  cash  account.  Balance  on  hand,  $1460.80. 

Feb.  22.  Paid  James  Simpson,  Cash  in  full  of  %.  Sold  Philip 
Stone,  for  Cash,  4 half  chests  Tea,  225  lbs.,@  .50. 

Feb.  23.  Sold  Thomas  Hunter,  on  %,  50  lbs.  English  Hairy  Cheese 
© .25,  75  lbs.  Crushed  Sugar  @ .14,  15  lbs.  Coffee  @ .20,  and  2 boxes 
Soap,  140  lbs.,  @ .10. 

Feb.  25.  Sold  Alonzo  Mitchell,  on  %,  2 hhds.  Cuba  Sugar,  1850  lbs., 
@ .08.  Beceived  Cash  in  full  for  J.  I.  Street’s  note  due  March  7.  (B. 

B.,  C.  B.) 

Feb.  2T.  Paid  Cash  for  Store  rent,  $100.  Gave  credit  in  the  Day 
Book  to  Henry  Wilson,  Clerk,  for  one  month’s  salary,  $30. 

Note. — A record  of  the  transactions  described  in  the  foregoing  memo- 
randa having  been  made  in  the  proper  books,  they  are  ready  to  be  closed. 


✓ 

CLOSING  A.  SHUT  OJP  BOOKS. 

323.  The  object  of  closing  a Set  of  Books  is  generally  to  ascer- 
tain the  condition  of  the  business  recorded  in  them. 

324.  A Set  of  Boohs  can  be  closed  at  any  time.  It  is  custom- 
ary with  nearly  all  houses  to  take  an  account  of  stock  and  close 
the  books  at  least  once  a year. 

Note.— -In  the  sets  given  in  this  section,  the  books  will  be  closed  fre- 
quently, to  give  practice  to  the  pupil.  It  will  be  remembered  that  in 
actual  business,  books  are  generally  closed  yearly. 

325.  If  the  business  is  continued  after  closing  a Set  of  Books, 
the  transactions  are  recorded  in  the  usual  manner. 

326.  Upon  the  admission  or  retiring  of  a partner,  the  books 
should  be  closed,  and  re-opened  as  required  by  the  nature  of  the 
business. 

Note.— Before  describing  the  process  of  closing  a set  of  books,  the 
method  of  making  a balance-sheet  will  be  given.  (See  Art.  332,  5.) 


THE  BALANCE-SHEET. 
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BALANCE-SHEET. 

327.  The  Balance-sheet  contains  the  balances  of  accounts. 
Its  object  is  to  show  the  amount  and  kind  of  property  on  hand, 
and  assist  in  determining  gain  or  loss. 

MANNER  OF  RULING. 

328.  The  simplest  form  of  ruling  the  Balance-sheet  is  to  rule  it  like 
the  Bay  Book.  (See  Art.  335.) 

THE  ENTRIES. 

329.  The  entries  comprise  Kesources  and  Liabilities.  The  Kesources 

are  entered  first : \ 

1.  From  the  Ledger.  The  debit  balances  of  all  accounts  must  be  trans- 
ferred to  the  Balance-sheet. 

2.  From  the  Cash  Book.  The  balance  of  cash  on  hand  must  be  entered. 

3.  From  the  Bill  Book.  The  amount  of  Bills  Receivable. 

4.  From  the  Inventory.  The  amount  of  property  on  hand. 

The  Liabilities  are  entered  next : 

1.  From  the  Ledger.  The  credit  balances  of  all  accounts,  except  the 
Stock  account,  or  the  accounts  of  the  members  of  the  firm,  must  be  trans- 
ferred to  the  Balance-sheet. 

2.  From  the  Bill  Book.  The  amount  of  Bills  Payable. 

NET  CAPITAL  DETERMINED . 

330.  The  Net  Capital  or  Net  Insolvency , as  found  by  taking  the  differ- 
ence between  the  Resources  and  Liabilities,  must  be  entered.  ‘ 

GAIN  OR  LOSS  DETERMINED. 

331.  The  gain  or  loss  is  next  determined.  The  net  capital,  as  shown 
by  the  Stock  account,  or  by  the  sum  of  the  net  investments  of  the 
partners,  is  next  entered  on  the  Balance-sheet;  and  the  difference 
between  it  and  the  net  capital  at  closing,  is  recorded.  The  amount  by 
which  the  net  capital  at  closing  exceeds  the  net  capital  at  beginning 
equals  the  gain ; and  the  amount  by  which  the  net  capital  at  beginning 

xceeds  the  net  capital  at  closing  equals  the  loss . 

Note. — If  the  owner  of  a business,  or  a partner,  is  charged  with  money 
or  merchandise  taken  for  private  use  (see  Art.  338  and  382),  the  amount  is 
usually  transferred  to  his  Stock  account  in  the  Ledger  before  the  Bal- 
ance-sheet is  made.  In  reckoning  the  gain  or  loss,  the  difference  between 
the  Dr.  and  Cr.  sides  of  the  Stock  account  is  taken  ; and  the  Net  Capital 
at  beginning  of  business  is  thus  reduced  by  the  amount  drawn  out.  In 
such  a case  the  Balanae-sheet  may  contain  the  following  entry : 

Net  Capital  (or  Net  Investment ),  as  shown  by  Ledger 
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METHOD  OF  CLOSING  A SET  OF  BOOKS. 

332.  The  Method  of  Closing  a Set  of  Books  is  as  follows . 

1.  An  inventory  must  be  made.  (See  p.  13  and  Art.  334.) 

Note  l.  The  inventory  taken  upon  closing  the  books  is  similar  to  that 
taken  at  beginning  business. 

Note  2.  As  pupils  have  no  means  of  taking  an  account  of  stock,  tile  in- 
ventory will  be  given  when  needed. 

2.  The  entries  of  the  Day  Book  must  be  posted. 

Note.— If  any  other  book  is  used  as  a principal  book,  the  entries  from  it 
must  be  transferred  to  the  proper  place. 

3.  Every  account  in  the  Ledger,  except  the  Stock  account  in  indi- 
vidual business,  or  each  partner’s  stock  account  in  partnership  busi- 
ness, must  be  closed,  and  the  balance  brought  down.  (See  Art.  220.) 

Note  1.  If  a private  account  has  been  kept  with  the  owner  of  the  bus- 
iness, or  a member  of  the  firm,  it  must  now  be  transferred  to  the  account 
showing  his  investment.  See  Art.  349  and  351. 

Note  2.  Uncollectible  accounts  should  now  be  closed.  See  Art.  348. 

4.  The  Cash  account  must  be  balanced. 

5.  A Balance-sheet  must  be  made  to  ascertain  the  gain  or  loss. 

6.  The  Balance-sheet  should  be  copied  in  the  Day  Book. 

Note.— The  Balance-sheet  is  sometimes  copied  in  the  Ledger  and  some- 
times in  a separate  book  kept  for  the  purpose.  It  is  generally  most  con- 
venient, however,  to  copy  it  in  the  Day  Book. 

7.  The  amount  of  gain  or  loss,  as  shown  by  the  Balance-sheet, 
should  be  recorded  in  the  Day  Book  as  follows  : 

Stock,  Cr. 

By  Gain  in  Business , as  'per  Balance-sheet , 

or  in  the  following  manner : 

Stock , Dr. 

To  Loss  in  Business , as  per  Balance-sheet , — - 

In  a firm,  the  amount  of  gain  or  loss  is  divided  among  the  members 
in  the  proportion  agreed  upon  at  beginning  business,  and  entered  in 
the  Day  Book  under  their  respective  names.  (See  Art.  378. ) 

8.  The  gain  or  loss  account  must  be  posted. 

Note.— Gain  or  loss  is  sometimes  entered  in  the  Ledger  without  receiv- 
ing a separate  entry  in  the  Day  Book.  (See  Set  7.) 

9.  The  Stock  account  or  the  partners’  accounts  in  the  Ledger  must 
be  closed. 


FOJR.M  OF  CLOSING. 
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FORM  OF  CLOSING  A SET  OF  BOOKS. 

333.  Having  recorded  the  memoranda  for  February  given  in  Set  2, 
the  pupils  are  now  ready  to  close  their  hooks.  Let  them  do  so,  follow- 
ing the  directions  given  in  Art.  332.  The  date  of  closing  is  Feb.  28. 

Noth.— Only  tlie  forms  with  which  pupils  are  not  familiar  are  here  given. 

INVENTORY. 

334.  The  amount  and  the  wholesale  value  of  the  merchandise  on 
hand,  Feb.  28,  are  as  follows  : 

960  lbs.  Coffee  @ .15  ; 7415  lbs.  Rice-  ® .04  ; 12050  lbs.  Cuba  Sugar  @ 
.05 ; 1915  lbs.  Crushed  Sugar  @ .10  ; 620  gals.  N.  O.  Molasses  @ .40  ; 
675  lbs.  Soap  @ .08 ; 2000  lbs.  Pork  @ .10 ; 100  lbs.  English  Dairy 
Cheese  @ .20  ; 200  lbs.  Butter  @ .18  ; 1276  lbs.  Y.  H.  Tea  @ .35. 

BALANCE-SHEkl 

335.  The  Balance-sheet  of  Set  2 should  be  made  as  follows  (see  p.  117) 


Balance-sheet , Feb.  28,  1881. 


Resources. 

From  Ledger,  Balances  due  us : 

A 

L.  Fairbanks , 

44* 

75 

5 

Lewis  Lyman , 

39 

5 

Alonzo  Mitchell , 

m 

05 

7 

Thomas  Hunter , 

190 

25 

4 

From  Gash  Book , Balance  on  hand , 

1392 

80 

From  Bill  Book , Bills  Receivable : 

2 

Note  of  John  R.  Penn , 

112 

60 

F'om  Inventory , Mdse,  on  hand , 

2239 

20 

4591 

65 

Liabilities. 

From  Ledger , Balances  due  others : 

A 

Louis  Clarkson , 

150 

5 

Springer  & Whiteman , 

1250 

50 

6 

Henry  Wilson , Clerk , 

15 

From  Bill  Book , Bills  Payable : 

2 

Note  due  James  Dawes , 

2500 

3915 

50 

Net  Capital , 

676 

15 

Net  Capital  at  beginning  of  business, 

' 

545 

95 

Gain , 

ISO 

20 
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Note  1.  The  Balance-sheet  may  he  abridged  by  entering  only  the  total 
amount  recorded  in  the  various  books;  thus,  From  Ledger,  Balance  due 
us,  $8^7.05,  etc.  The  foregoing  form  is  generally  to  be  preferred,  however. 

Note  2.  Before  closing  a set  of  books,  all  collectible  accounts,  especially 
all  small  accounts,  should  be  collected,  and  all  small  accounts  outstanding 
against  us  should  be  paid.  The  Balance-sheet  will  be  much  shorter,  and 
the  process  of  closing  will  be  made  easier,  if  this  is  done. 

DAY  BOOK  ENTRY. 

336.  The  last  entry  in  the  Day  Book  will  be,-— 

Stock , Or. 

By  Gain  in  Business , as  per  Balancer-sheet , 130.20 

8 TO  CK  A COO  UNT  CL  OSED. 


337.  After  the  foregoing  entry  is  posted,  the  Stock  Account  of  the 
Ledger  will  be  closed  as  follows  : 

Dr.  Stock , Or. 


1881 

Feb. 

1 

To  Liab ., 

3 

2650 

1881 

Feb. 

1 

By  Res., 

3 

3195 

95 

28 

To  Bal.  to 

28 

Gain , 

7 

130 

20 

new  %, 

Net  Cap., 

676 

15 

3326 

15 

3326 

15 

Feb. 

~28~ 

By  Bal.  fr. 
old  %> 

Net  Cap., 

676 

15 

REMARKS. 

338.  When  the  owner  of  a business  takes  money  or  merchandise 
from  the  concern,  for  private  use,  it  is  not  necessary  to  make  a record 
of  the  transaction  (except  in  the  Cash  Book  for  money  drawn  out). 
If  no  record  is  made,  however,  the  gain  in  business  as  shown  by 
closing  the  books,  will  be  reduced  by  the  amount  drawn  out.  It  is 
better,  therefore,  if  a large  amount  of  money  or  merchandise  is  to  be 
taken  for  any  use  not  connected  with  the  business,  to  charge  the 
owner  of  the  business  with  all  amounts  thus  withdrawn.  The  account 
thus  kept  with  the  owner  may  be  called  his  private  account. 

339.  Upon  closing  a set  of  books,  the  owner’s  private  account 
should  be  closed  into  the  Stock  account.  This  should  be  done  when 
the  other  accounts  of  the  Ledger  are  closed,  before  the  Balance-sheet 
is  made.  (See  note  under  Art.  331.) 


SET  II.— CONTINUED. 
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Note.— Tlie  entries  referred  to  may  he  transferred  directly  to  the  Stock 
account,  hut  to  keep  a private  account  with  the  owner  is  generally  to  he 
preferred.  See  also  the  note  under  Art.  383. 

340.  Should  any  one  contract  a debt  which  it  is  impossible  to  col- 
lect, his  account  in  the  Ledger  should  be  closed  by  entering  in  red  ink 
on  the  Cr.  side,  By  Loss , with  the  amount  of  the  loss.  This  should  be 
done  when  the  other  Ledger  accounts  are  closed,  before  the  Balance- 
sheet  is  made. 

341.  Some  merchants  have  a place  in  the  Ledger  in  which  they  keep 
a record  of  all  bad  debts.  This  is  to  be  recommended,  as  debts  are 
sometimes  paid  after  they  are  regarded  as  uncollectible,  and  a record 
of  them  should  therefore  be  kept  in  some  convenient  place.  They  are 
not,  however,  to  be  included  with  the  resources  of  a business. 


SET  II.— CONTINUED. 

342.  After  the  set  of  books  has  been  closed  to  ascertain  the 
condition  of  business,  and  the  balances  have  been  brought  down, 
the  following  memoranda  will  be  entered  in  the  usual  manner. 

REMARKS. 

343.  The  first  entry  in  the  Day  Book  should  be  made  under  the  entry 
of  Feb.  28,  recording  the  gain, 

344.  The  entries  in  the  Ledger  and  Cash  Book  are  made  under  the 
balances  brought  down,  without  opening  new  accounts. 


345.  MEMORANDA  ( Continued ). 

March  1.  Sold  Lewis  Lyman,  on  %,  50  lbs.  Pork  @ .12,  and  12  gals, 
N.  O.  Molasses  @ .50.  Paid  Springer  & Whiteman,  on  %,  $250.50. 
Sold  A.  L.  Hewitt,  for  Cash,  2 bbls.  Crushed  Sugar,  280  lbs.,  @ .13. 
Paid  clerk’s  Salary,  $15.  Bought  of  Levi  Lukens,  on  %9  20  boxes 
Soap,  1650  lbs.,  @ .08:  Drew  out  for  private  use,  $150.  (D.  B.,  C.  B.) 
Note.— The  last  entry  should  be  recorded  in  the  Day  Book  as  follows : 
Louis  C.  Lyte , Dr. 

To  Cash  on  private  % , 150. 

It  should  be  posted  to  the  following  account  in  the  Ledger : 

Louis  C.  Lyte  ( Private  Account). 

Exercises  in  Writing  Business  Papers.— 1.  Write  an  invoice  for  Lewis 
Lyman.  2.  Make  a copy  of  the  receipt  sent  by  Springer  & Whiteman.  3. 
Write  a letter  to  James  Simpson,  29  Broadway,  N.  Y.,  ordering  12  bbls. 
Crushed  Sugar,  and  9 bags  Rio  Coffee. 
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March  3.  Sold  Samuel  T.  Jones,  for  Cash,  4 bbls.  Pork,  800  lbs.,  @ 
.11,  and  10  boxes  Soap,  725  lbs.,  @ .08%.  Sold  Henry  Ivison,  on  %,  50 
lbs.  English  Cheese  @ .22, 40  lbs.  Rice  @ .06,  and  1 bag  Coffee,  80  lbs.,  @ 
.18%.  Paid  Cash  for  Revenue  Stamps,  $1.50.  Sold  Kelly  & Green,  on 
their  Note  at  10  days,  8 bags  Coffee,  716  lbs.,  @ .16%,  and  12  half 
chests  Y.  H.  Tea,  696  lbs.,  @ .37%.  Sold  Edward  Block,  on  %,  30 
lbs.  Rice  @ .06. 

Exercises  in  Writing  Business  Papers. — 1.  Make  out  a receipted  invoice 
for  Samuel  T.  Jones.  2.  Make  an  invoice  for  Henry  Ivison.  3.  Make  a 
copy  of  the  note  given  by  Kelly  & Green. 

March  4.  Bought  of  James  Simpson,  12  bbls.  Crushed  Sugar,  2000 
lbs.,  @ .09%,  and  9 bags  of  Rio  Coffee,  722  lbs.,  @ .15 ; gave  him  Note 
at  10  days  for  $100,  and  paid  him  Cash  for  one-half  balance  ; balance 
on  %.  Sold  for  Cash,  2 bags  Coffee,  160  lbs.,  @ .18.  Gave  for  James 
Dawes’s  Note,  due  Apr.  15/18,  our  Note  at  20  days  in  favor  of  Chas. 
Sumner,  for  $1500,  and  Cash  for  balance,  less  the  difference  between 
the  discount  of  $2500  for  45  d^ys,  and  the  discount  of  $1500  for  23  days. 
(Bank  discount  at  6 % is  reckoned.)  B.  B.,  C.  B.  See  Note  2. 

Note  1.  Record  the  first  transaction  in  the  Day  Book  as  follows : 

James  Simpson,  Or. 

By  12  bbls.  Crushed  Sugar,  etc. 

9 bags  Bio  Coffee,  etc. 

Dr. 

To  Note  at  10  days,  100. 

Cash  on  a/c,  99.15. 

Note  2.  Bill  Book  Entries.  1.  Enter  in  the  last  column  of  B.  Pay.,  No. 

Pd.  Mar.  4,  1881 , by  note  to  C.  Sumner  $1500,  and  Cash,  less  dis.,  $987.  2. 
Enter  a description  of  C.  Sumner’s  Note  (B.  Pay.,  No.  4).  Cash  Book 
Entry.  Paid  on  % of  J . Danes' s Note,  $987. 

Exercises  in  Writing  Business  Papers.— 1.  Write  the  promissory  note 
given  to  James  Simpson.  2.  Write  th enote  given  to  Chas.  Sumner. 

March  7.  Sold  Thomas  Hunter  15  gals.  Molasses  @ .50 ; receive^ 
from  him  Cash  in  full  of  %.  Lent  J.  C.  Bryant  $100,  for  3 days. 
Presented  Kelly  & Green’s  Note  of  3d  inst.  at  First  National  Bank, 
for  discount ; received  face  less  discount  for  10  days.  (B.  B.,  C.  B.) 
Sold  Edward  Block,  on  %,  12  lbs.  Coffee  @ .18L 

Exercises  in  Whiting  Business  Papers.— 1.  Write  a receipt  for  Thomas 
Hunter.  2.  Indorse  Kelly  & Green’s  note  in  blank. 

March  lO.  Received  of  L.  Fairbanks,  $150  on  %.  Gave  Springer 
& Whiteman  Note  at  60  days  for  $500,  Henry  Brown,  indorser,  payable 
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at  First  National  Bank.  Sold  W.  Hampton,  3 hhds.  N.  O.  Molasses, 
180  gals.,  @ .45,  and  2 bbls.  Pork,  400  lbs.,  @ .11;  received  of  him  % 
cash;  balance  on  %. 

Exercises  in  Writing  Business  Papers.— 1.  Write  a receipt  for  L.  Fair- 
banks. 2.  Write  the  note  to  be  given  to  Springer  & Whiteman.  3.  W. 
Hampton  wishes  a bill  of  goods  purchased  by  him,  with  credit  on  it  for 
the  payment  made : write  it. 

March  11.  Received  of  J.  C.  Bryant,  Note  at  30  days  with  interest, 
dated  March  7,  for  amount  borrowed  by  him  that  date.  (D.  B.,  B.  B.) 

Exercise  in  Writing  Business  Papers.— Make  a copy  of  the  note  given 
by  J.  C.  Bryant. 

March  14.  Sold  Lewis  Lyman,  on  %,  2 boxes  Soap,  140  lbs.,  @ .10, 
and  40  lbs.  Rice  @ .05%.  Paid  for  Incidental  Expenses,  $1.73,  Drew 
out  for  private  use,  $50. 

March  15.  Sold  Henry  Ivison,  on  %,  1 half  chest  Tea,  58  lbs.,  @ 
.37%.  Credited  Henry  Wilson,  Clerk,  with  salary  to  date,  $15,  and 
paid  him  in  full.  Paid  Store  rent  to  date,  $50.  (C.  B.) 


CLOSING  THE  BOOKS. 

346.  After  the  foregoing  memoranda  are  recorded,  let  the  pupils 
close  their  books.  The  date  of  closing  is  March  15.  (See  Art.  332.) 

INVENTORY. 

347.  The  amount  and  the  present  wholesale  value  of  the  merchan- 
dise on  hand,  March  15,  are  as  follows  : 

750  lbs.  Pork  @ .10 ; 413  gals.  Molasses  @ .40 ; 3635  lbs.  Crushed 
Sugar  @ .09%  ; 1460  lbs.  Soap  @ .08  ; 50  lbs.  Cheese  @ .20  ; 7305  lbs. 
Rice  @ .04  ; 522  lbs.  Tea  @ .32 ; 12050  lbs.  Cuba  Sugar  @ .05  ; 200  lbs. 
Butter  @ .15 ; and  714  lbs.  Coffee  @ .15. 

WORTHLESS  ACCOUNT  CLOSED. 


348.  As  Edward  Block’s  account  is  found  to  be  worthless,  it  should 
oe  closed  as  follows  (see  Art.  340)  : . 

Dr.  Edward  Block , Or. 


1881 

Mar. 

3 

7 

To  Rice, 
Coffee , 

12 

1U 

*i 

80 

1881 

Mar. 

15 

By  Loss, 

402 

! 

4 

02 

4 '02 

i 

| 
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PRIVATE  ACCOUNT  CLOSED. 

349.  Louis  C.  Lyte’s  private  account  in  the  Ledger  is  closed  as 
follows  (see  Art.  339  and  351)  : 


Dr.  r L . G.  Lyte  (Private  Account ),  Or. 


1881 

Mar 

1 

1U 

To  Cash , 

8 

10 

150 

50 

' 1881 
Mar. 

15 

By  Stock 

L 3 

200 

WO 

WO 

Note.— See  note  under  Art.  331. 


RESULT. 

350.  Upon  closing  the  set  of  hooks,  it  will  he  found  that  the  net 
capital,  on  March  15,  is  $466.57,  and  the  loss  since  February  28,  is  $9.58. 

Note.— The  personal  accounts  due  us  amount  to  $647.45;  the  personal 
accounts  due  others  amount  to  $881.15.  The  balance  of  cash  on  hand  is 
$676.51.  The  bills  receivable  amount  to  $212.60 ; the  bills  payable  amount 
to  $2100.  The  value  of  the  merchandise  on  hand  is  $1911.16. 

STO  CK  A CCO  UNT  CL  OSED. 

351.  The  Stock  account  is  closed  as  follows  : 


Dr.  Stock , Or. 


1881  1 
Feb. 

1 

1 28 

To  Liab., 

To  Bal.  to 
new  %, 
Net  Cap., 

3 

2650 

676 

15 

1881 

Feb. 

1 

28 

By  Res., 
Gain , 

S 

7 

3195 

130 

95 

20 

3326 

15 

3326 

15 

Mar. 

~15 

To  Priv.  afc 
Loss, 

To  Bal.  to 
new  %, 
Net  Cap., 

L~8 

12 

200 

9 

466 

58 

57 

Feb. 

~W 

By  Bal.  fr. 
old  %, 
Net  Cap., 

676 

15 

676 

15 

676 

15 

Mar. 

~l5~ 

By  Bal.  fr. 
old  %, 
Net  Cap., 

1*66 

57 

Note.— See  the  third  suggestion  given  on  page  80. 
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SET  III— PABTNEB  SHIP  BUSINESS. 

352.  In  this  set,  the  method  of  opening  and  closing  a set  of 
partnership  hooks  will  he  explained  and  illustrated.  The  pupil 
will  make  the  opening  and  closing  entries  and  record  the  busi- 
ness transactions  in  the  proper  form  in  his  blank  hooks. 

353.  The  books  kept  are  the  Bay  Book,,  Ledger , Cash  Book , 
Bill  Book , and  Sales  Book . The  set  illustrates  a satisfactory 
method  of  recording  the  business  transactions  of  houses  having 
extensive  dealings.  (See  Art.  274.) 


partnership  books. 

RESOURCES  AND  LIABILITIES. 

354.  In  opening  a set  of  partnership  books,  it  is  necessary  to  have  a 
detailed  statement  of  the  net  investment  of  each  partner,  with  a copy 
of  the  articles  of  agreement  between  them.  (See  Sug.  2,  p.  80. ) 

355.  A statement  of  Resources  and  Liabilities,  to  be  used  in  opening 
the  books  of  Set  3 is  presented  in  the  following  memoranda. 

356.  Memoranda. 

Philadelphia,  July  1,  1880. — Andrew  Anderson  and  E.  W. 
Emerson  begin  a wholesale  dry  goods  business  with  the  following 
Resources  and  Liabilities.  The  articles  of  agreement  between  them 
show  that  the  partners  invest  the  same  amount,  and  are  to  share 
equally  all  gains  and  losses.  Andrew  Anderson  invests  Gash,  $4000  ; 
Merchandise,  $1750;  Bills  Receivable,  as  follows:  a promissory  note 
for  $500,  in  his  favor,  signed  by  H.  B.  Bryant,  and  endorsed  by  W. 
P.  Spencer,  dated  June  1,  at  60  days  ; and  an  accepted  draft  for  $700, 
drawn  in  his  favor  by  L.  S.  Bliss  on  George  Claghorn,  May  1,  at  90 
days*  sight,  and  accepted  May  3 ; Personal  Accounts  due  him,  as  fol- 
lows: Henry  Fish,  $500;  Robert  Fulton,  $750;  David  Coleman,  $900 
His  Liabilities  are : Personal  Account  due  John  Smith,  $2500.  E.  W. 
Emerson  invests  Real  Estate,  $5000,  and  Cash,  $1593.28. 

Note.— Let  the  pupil  use  the  teacher’s  name  in  place  of  Andrew 
Anderson , and  his  own  name  in  place  of  E.  W.  Emerson , both  in  the  books 
and  in  writing  business  paper? . 
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OPENING  THE  DAY  BOOK. 

METHOD  OF  OPENING . 

357.  The  Day  Book  is  opened  as  described  in  Art.  306.  In  partner- 
ship business,  a statement  of  each  partner’s  resources  and  liabilities 
pertaining  to  the  business  should  be  entered,  that  of  the  senior  partner 
being  entered  first,  and  those  of  the  other  members  of  the  firm  in  the 
order  of  their  seniority.  The  terms  of  the  partnership  are  sometimes 
entered ; but  frequently  these  are  contained  only  in  the  Articles  of 
Agreement,  and  are  not  known  by  the  book-keeper.  (See  Art.  159. ) 

FORM  OF  OPENING. 

358.  In  the  middle  of  the  first  page  of  the  Day  Book  there  should  be 
written, — 

Bay  Book 

c. 

Anderson  & Emerson , 

Philadelphia , July  1 , 1880 % 

359.  The  Resources  and  Liabilities  of  each  partner  are  recorded  in 
the  Day  Book  in  the  following  manner,  beginning  on  the  third  page. 

Note.— In  partnership  business,  the  present  value  of  notes  is  generally 
found.  It  is  not  customary  /to  do  this  in  business  conducted  by  one 
person,  but  it  can  be  done,  if  it  is  preferred.  (See  Art.  107.) 

Philadelphia , Jidy  1 , 1880. 


Andrew  Anderson  and  E.  W.  Emerson 

enter  this  day  into  partnership  as  Whole- 
sale Bry  goods  Merchants , with  the  follow- 
ing Resources  and  Liabilities.  The  firm 
takes  the  name  of  Anderson  & Emerson , 
and  the  partners  invest  equally  and  are  to 
share  equally  in  all  gains  and  losses , as 
per  Agreement. 

Andrew  Anderson , Gr. 

By  the  following  Resources  invested : 

Gash , 

4000 

Merchandise , 

1750 

Amount  to  folio  4, 

5750 
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Philadelphia , July  1 , 1880 . 


Andrew  Anderson , CV\ 

By  Resources  {Continued) : 

Amount  from  folio  3 , 

Bills  Receivable , 

dVtfte  <?/  J3".  i?.  Bryant  at  60  ds. 
from  June  1 , 500. 

Z<?ss  d£s.  /<?r  55  ds. , £.  75 

Draft  on  George  Claghorn , at 
90  ds. ; accepted  May  3 , 700. 

d£s.  /or  ^ ds.,  3.97 

Personal  accounts  due  Mm, 

Henry  Fish,  Bal.  of  %, 

Robert  Fulton,  “ 

David  Coleman,  “ 

Dr. 

To  the  following  Liabilities  assumed 
by  firm  : 

Per s.  acct.,  due  John  Smith, 

ti 

5750 

497 

696 

500 

750 

900 

5000 

1593 

25 

03 

28 

E.  W.  Emerson,  Cr. 

By  the  following  Resources  invested : 
Real  Estate, 

Cash, 

Henry  Fish,  Dr. 

To  Balance  due  Andrew  Anderson, 

<< 

Robert  Fulton,  Dr. 

To  Balance  due  Andrew  Anderson, 

Lt 

David  Coleman,  Dr. 

To  Balance  due  Andrew  Anderson, 

<< 

John  Smith,  Cr. 

By  Balance  of  Andrew  Ander- 
son's 

0005 


£500 


050,? 


500 


750 


000 


£500 
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OPENING  THE  LEDGER. 

METHOD  OF  OPENING. 

360.  The  Ledger  is  opened  as  described  in  Art.  310.  In  partnership 
business  the  first  account  opened  should  be  that  of  the  senior  partner ; 
and  this  account  should  be  followed  by  the  accounts  of  the  other 
members  of  the  firm  in  the  proper  order. 


FORM  OF  OPENING. 


361.  In  the  middle  of  the  first  page  of  the  Ledger  there  should  be 
written,— 

Ledger 

a 

Anderson  & Emerson , 

Philadelphia , July  1 , 1880. 

362.  The  accounts  of  the  Day  Book  should  be  posted  as  follows,  be- 
ginning on  page  3 : 


Dr.  Andrew  Anderson  (Stock),  Cr. 


1880 

1880 

July 

1 

To  Liab., 

S 

mo 

July 

1 

By  Res., 

S 

9093 

28 

Dr.  E.  W.  Emerson  (Stock),  Cr . 


1880 

July 

1 

By  Res., 

3 

6593 

28 

Dr. 


Henry  Fish, 


Cr. 


1880 

July 

1 

To  Balance, 

3 

500 

Dr. 

Bobert  Fulton, 

Cr. 

1880  1 
July 

M 

i 

i 

| To  Balance , 

3 

750 

Note. — The  remaining  accounts  are  posted  in  the  usual  manner. 
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OPENING  THE  CASH  BOOK 
METHOD  OF  OPENING. 

363.  The  Cash  Book  is  opened  as  described  in  Art.  314. 

FORM  OF  OPENING. 

364.  In  the  middle  of  the  first  page  there  should  be  written, — 

Cash  Booh 

C. 

Anderson  & Emerson , 

Philadelphia , July  1,  1880 . 

365.  The  Cash  Book  of  this  set  may  be  kept  according  to  either  form. 
See  Art.  230.  The  opening  entries  will  be, — 

Amount  invested  by  Andrew  Anderson , $4000. 

“ “ “ E.  W.  Emerson , 1593.28 


OPENING  THE  BILL  BOOK. 

METHOD  OF  OPENING. 

366.  The  Bill  Book  is  opened  as  described  in  Art.  317. 

FORM  OF  OPENING. 

367.  In  the  middle  of  the  first  page  there  should  be  written,— 

Bill  Book 

C. 

Anderson  & Emerson , 

Philadelphia , July  1 , 1880. 

368.  The  Bill  Book  is  kept  like  the  one  previously  given.  The  first 
entries  of  “Bills  Receivable ” will  be  (1)  a full  description  of  the  note 
signed  by  H.  B.  Bryant,  and  (2)  a full  description  of  the  draft  ac- 
cepted by  George  Claghorn.  There  are  no  opening  entries  of  “Bills 
Payable.”  (See  Art.  44,  62,  and  68.) 


OPENING  THE  SALES  BOOK. 

METHOD  OF  OPENING. 

369.  The  Method  of  Opening  the  Sales  Book  is  as  follows  : 

1.  The  first  folio  of  the  Sales  Book  should  be  the  same  as  folio  1 of 
the  Day  Book,  except  that  for  “Day  Book”  the  name  Sales  Book 
should  be  substituted.  fSee  table , page  80.) 

9 


OPENING  AND  CLOSING  BOOKS. 


2.  The  first  account  in  the  Sales  Book  should  be  placed  on  folio  3. 
This  entry  is  a record  of  the  first  sale,  and  is  not  regarded  as  an 
“ opening”  entry.  It  is  similar  to  other  entries.  (See  Art.  269,  etc.) 

FORM  OF  OPENING. 

370.  In  the  middle  of  the  first  page  there  should  be  written, — 

Sales  Book 

a 

Anderson  & Emerson , 

Philadelphia , July  1,  1880. 

371.  For  the  form  of  the  first  entries  in  the  Sales  Book,  see  Art.  275. 


OTHER  BOOKS. 

372.  If  any  other  books  are  used,  they  should  be  opened  as  described 
in  Art.  320. 


MEMORANDA  ( Continued), 

37 3.  The  following  memoranda  must  be  entered  in  the  proper  books, 
after  the  foregoing  opening  entries  are  made.  See  Art.  195,  269,  270. 

Note.— The  pupil  must  not  forget  that  in  this  set,  no  sales  are  recorded 
in  the  Day  Book  (see  Art.  274),  and  that  only  sales  on  account  are  trans- 
ferred from  the  Sales  Book  to  the  Ledger  (see  note  under  Art.  270). 

July  2*  Sold  N.  Frederick,  on  %,  24  Silk  Handkerchiefs  @ .40,  6 ps. 
Amoskeag  Sheeting,  130  yds.,  @ .10,  and  4 ps.  Mixed  Cajssimere,  100 
yds.,  (a)  .50.  (S.  B.)  Rec’d  Cash  of  Henry  Fish,  in  full  of  %.  (D. 

B.,  C.  B.)  Paid  Cash  for  Stationery  and  Printing,  $30.  (C.  B.) 

Exercises  in  Writing  Business  Papers.— 1.  Make  a bill  of  sales  for  N. 
Frederick.  2.  Write  a receipt  for  Henry  Fish. 

July  3,  Sold  Ira  Packard,  on  his  acceptance  at  10  days,  in  our  favor, 
case  Children’s  Shoes,  60  prs.,  @ .50,  2 cases  Children’s  Gaiters,  96 
rs.,  @ .63,  and  3 ps.  English  Tweed,  27  yds.,  @ $1.  Sold  Wm.  T. 
Bush,  on  %,  4 cases  Men’s  Congress  Gaiters,  96  prs.,  @ $1.50,  and  2 
cases  Men’s  Canada  Ties,  24  prs.,  @ $1.75.  Sold  James  Magoon,  for 
Cash,  1 piece  Striped  Velvet,  10  yds.,  @ $5,  6 ps.  Paper  Cambrics,  72 
yds.,  @ .08,  and  10  pieces  Lynn  Cottons,  300  yds.,  @ .11. 

Note.  — Record  the  last  sale  in  the  Cash  Book  thus  (see  Art.  233) ; 
Received  of  James  Magoon,  for  Sales , . 
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Exercises  in  Writing  Business  Papers.— 1.  Make  an  invoice  for  Wm.  T. 
Bush.  2.  Make  an  invoice  for  James  Magoon,  ancfreceipt  it,  3.  Make  an 
invoice  for.  Ira  Packard,  and  acknowledge  in  it  the  receipt  of  his  accept- 
ance. 4.  Make  a copy  of  the  acceptance  given  by  Ira  Packard. (See  Art.  68.) 

July  6.  Paid  Cash  for  Petty  Expenses,  $3.75.  Sold  Robert  Smith, 
on  his  note  at  60  days,  3 ps.  Lancaster  Gingham,  125  yds.,  @ .10,  and  6 
ps.  Scotch  Plaid,  240  yds.,  @ .13.  Bought  of  Star,  Barnum  & Co., 
Mew  York,  Invoice  of  Merchandise  amounting  to  $5000 ; paid  them 
Cash,  per  check  on  Corn  Exchange  National  Bank,  $2500,  and  Mote  at 
6 months,  payable  at  same  bank,  $2500.  (D.  B.,  C.  B.,  B.  B.) 

Exercises  in  Writing  Business  Papers.— 1.  Make  a copy  of  the  note 
given  by  Robert  Smith.  2.  Write  a check  and  a note  for  Star,  Barnum  & 
Co.  3.  Write  a letter  to  Star,  Barnum  & Co.,  acknowledging  receipt  of 
goods  and  enclosing  check  and  note. 

July  7.  Received  Cash  on  % of  David  Coleman,  $500.  Sold  Roger 
Williams,  for  Cash,  1 case  Misses’  Cork  Sole  Shoes,  60  prs.,  @ .75,  and 
1 case  Gentlemen’s  Paris  Gaiters,  24  prs.,  @ $1.75.  Received  Cash  for 
Petty  Sales,  $25.50.  (C.  B.) 

July  8.  Sold  John  Fitch  on  %,  3 cases  Children’s  Gaiters,  144  prs., 
@ .62^,  24  yds.  English  Tweed  @ $1,  and  3 ps.  Check  Marseilles,  30 
yds.,  @ .50.  Sold  Samuel  Mash,  for  Cash,  3 ps.  English  Tweed,  27 
yds.,  @ $.1,  and  6 ps.  Corduroy,  250  yds.,  @.75.  Received  Cash  of 
Wm.  T.  Bush,  on  %,  $50. 

Exercise  in  Writing  Business  Papers. — 1.  Write  a letter  to  John  Fitch, 
Wilmington,  Del.,  enclosing  invoice,  thanking  him  for  the  order,  etc. 
2.  Write  a receipt  for  Win.  T.  Bush. 

July  9.  Paid  Cash  for  Petty  Expenses,  $10.68. 

July  ll#  Sold  John  Anderson,  for  Cash,  3 cases  Ladies’  Extra 
Balmoral  Boots,  144  prs.,  @ $2,  and  2 cases  Ladies’  “Opera”  Gaiters, 
48  prs.,  @ $1.75. 


CLOSING  BOOKS. 


METHOD  OF  CLOSING. 

374.  The  method  o’f  closing  a set  of  partnership  books  is  the  same  as 
that  of  closing  a set  of  books  in  business  conducted  by  an  individual. 
See  Art.  332. 
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FORM  OF  CLOSING-. 

375.  Having  recorded  the  foregoing  transactions,  the  pupils  may- 
close  their  hooks,  according  to  the  directions  given  in  Art.  332.  The 
date  of  closing  is  July  11. 


INVENTORY. 

376.  The  following  is  the  amount  of  property  on  hand,  July  11  : 
Merchandise.  $6010  ; Real  Estate,  $5000. 


BALANCE-  SHEET. 

377.  The  Balance-sheet  of  Set  3 should  he  made  hy  the  pupils  as 
follows : 


Balance-sheet,  July  11,  1880. 


Resources. 

From  Ledger , Balances  due  us : 

4 

Robert  Fulton , 

750 

4 

David  Coleman , 

400 

5 

N.  Frederick , 

72 

60 

5 

Wm.  T.  Bush , 

136 

6 

John  Fitch , 

129 

3 

From  Cash  Book , Balance  on  hand , 

4886 

61 

From  BUI  Book , Bills  Receivable  : 

2 

Note  of  R.  B.  Bryant , 500. 

Less  dis.  for  23  ds .,  1.92 

498 

08 

2 

Acceptance  of  George  Claghorn , 700. 

Less  dis.  for  24  ds.,  2.80 

697 

20 

2 

Acceptance  of  Lra  Packard,  117. 48 

Less  dis.  for  5 ds.,  .10 

117 

38 

2 

Note  of  Robert  Smith,  43.70 

Less  dis.  for  58  ds. , .4% 

43 

28 

From  Inventory : 

Merchandise  on  hand, 

6010 

Real  Estate, 

5000 

18740 
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Philadelphia , July  11,  1880 . 


Balance-sheet  ( Continued') : 

Resources,  Amount  from  page  6, 

18740 

15 

Liabilities. 

From  Ledger , Balances  due  others : 

4 

John  Smith, 

2500 

From  Bill  Book,  Bills  Payable : 

2 

Note  due  Star,  Barnum  & Co.,  2500. 

Less  dis.  for  182  ds.,  75.83 

2424 

17 

4924 

17 

Net  Capital, 

13 8 15 1 98 

Net  Investment  of  A.  Anderson, 

6593 

28 

“ E.  W.  Emerson, 

6593 

28 

13186 

56 

Gain, 

629 

42' 

A.  Anderson* s share,  y, 

314 

71 

E.  W.  Emerson*  s “ 

314 

71 

1 

DAY  BO  OK  ENTRIES. 

378.  The  last  entries  in  the  Day  Book  will  be, — 

Andrew  Anderson , * Or. 

By  y Gain  in  Bus.,  as  per  Balance-sheet , §14.71, 

E.  W.  Emerson , O. 

By  y2  Gain  in  Bus.,  as  per  Balance-sheet,  314.71. 


PARTNERS'  ACCOUNTS  CLOSED. 

379.  After  the  f oregoing  entries  are  posted,  the  partners*  accounts  in 
the  Ledger  will  be  closed  as  follows  : 


Pr.  Andrew  Anderson  (Stock),  Cr. 


1380 

July 

1 

To  Lidb., 

3 

2500 

1880 

July 

1 

By  Res., 

3 

9093 

28 

11 

To  Bal.  to 

11 

Gain , 

7 

311, 

71 

new 

Net  Inv., 

6907 

99 

9507 

99 

9507 

99 

July 

~TT 

By  Bal.  fr. 
old  %, 

Net  Inv., 

6907 

99 
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T)r.  E.  W.  Emerson  (Stock),  Cr. 


18S0 

•Inly 

11 

To  Bal.  to 
new  %, 
Net  Inv.. 

6907 

99 

1830 

July 

1 

11 

By  Res., 
Gain , 

8 

7 

6598 

81U 

28 

71 

6907 

99 

6907 

99 

July 

~ir 

By  Bal.  fr. 
old  %, 
Net  Inv., 

6907 

99 

REMARKS. 

380.  Partners  drawing  money  from  the  firm  are  sometimes  charged, 
at  the  time  of  closing  the  books,  with  interest  on  the  amount  drawn 
out,  from  the  date  on  which  it  was  drawn  out  to  the  date  of  closing 
the  books. 

381.  If  one  partner  invests  a greater  amount  than  the  others,  the 
difference  should  be  adjusted  by  the  payment  of  interest  by  the  other 
partners,  or  by  dividing  the  gains  and  losses  in  proportion  to  the 
investments. 

Note.— Sometimes  one  partner  invents  all  or  nearly  all  the  capital,  as  an 
equivalent  for  the  greater  experience  or  business  ability  of  the  other 
partner. 

382.  Private  accounts  are  generally  opened  with  partners,  to  which 
are  posted  all  entries  of  moneys  drawn  out  by  them,  merchandise 
taken,  etc.  It  is  the  custom  of  some  firms  to  allow  each  partner  a 
salary,  which  he  may  draw  for  his  private  use.  When  this  is  done,  the 
private  account  is  treated  like  the  account  of  an  employe. 

383.  The  private  accounts  of  partners  should  be  treated,  throughout 
the  year,  like  accounts  with  individuals  not  connected  with  the  firm. 
Wlien  the  books  are  closed,  the  private  account  of  each  partner  should 
be  closed  into  his  stock  account,  or  the  account  in  the  Ledger  showing 
his  investment,  when  the  other  Ledger  accounts  are  closed,  before  the 
Balance-sheet  is  made.  (See  note  under  Art.  331.) 

Note.— Tlie  private  accounts  of  partners  may  also  stand  open  until 
after  tlie  gain  or  loss  is  found.  In  such  a case  they  should  be  reckoned 
among  the  resources  or  liabilities  of  the  firm  in  making  a balance-sheet, 
and  the  net  investment  of  each  partner  at  the  beginning  of  business 
should  be  taken  to  find  the  gain  or  loss.  When  found,  the  gain  or  loss 
of  each  partner  should  be  posted  to  his  private  account,  and  the  private 
account  should  then  be  closed  into  the  account  showing  his  investment. 


SET  III.— CONTINUED. 
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SET  III. — CONTINUED. 

384.  After  the  set  of  books  has  been  closed,  and  the  balances 
brought  down,  the  following  memoranda  should  be  entered. 


MEMORANDA  ( Continued ). 

July  13,  E.  W.  Emerson  withdraws  $2000  Cash  from  the  business, 
agreeing  to  pay  Andrew  Anderson  6 % interest  on  one-half  of  his 
surplus  investment.  Paid  Andrew  Anderson,  Cash  on  private  %,  $75. 
Sold  Thomas  Hunter,  on  %,  6 ps.  Merrimack  Prints,  210  yds.,  @ .09, 
5 ps.  “ Union  ” Prints,  150  yds.,  @ .08,  7 ps.  Lancaster  Prints,  244 
yds.,  @ .08 y2,  and  4 ps.  Orange  Prints,  120  yds.,  @ .08%.  Received 
Cash  for  Petty  Sales,  $10.43.  (C.  B.) 

Note.— The  first  entry  should  be  recorded  in  the  Day  Book  and  Cash 
Book.  Day  Book  entry : 

E.  W.  Emerson , Dr. 

To  Cash  on  private  %,  2000. 

He  agrees  to  pay  A.  Anderson  6 % 
interest  on  $1000. 

It  should  be  posted  to  the  following  account  in  the  Ledger : 

E.  W.  Emerson  ( Private  Account). 

The  second  entry  should  be  made  in  the  Day  Book  and  Cash  Book,  and 
posted  to  Andrew  Anderson’s  private  % in  the  Ledger.  (See  Art.  383.) 

Exercise  in  Writing  Business  Papers.— Make  a bill  of  goods  purchased 
by  Thomas  Hunter. 

July  14.  Received  Cash  of  David  Coleman,  in  full  of  %.  Sold 
John  Howard,  on  <%,  3 ps.  Lancaster  dingham,  125  yds.,  @ .10,  2 ps. 
French  Merino,  40  yds.,  @ .50,  and  5 ps.  Bar.  Muslin,  90  yds.,  @ .14. 

July  15.  Sold  Robert  Coons,  for  Cash,  6 ps.  Fancy  Linens,  36  yds., 
© $2,  5 ps.  English  Prints,  200  yds.,  @ .20,  and  6 ps.  Parametta 
(Maroon),  300  yds.,  @ .75.  Paid  Cash  for  Repairing  Store,  $75.  Paid 
E.  W.  Emerson,  Cash  pn  private  <yc , $100. 

July  16.  Received  Cash  of  John  Fitch,  in  full  of  %.  Sold  Henry 
Fish,  on  %,  5 ps.  Amoskeag  Stripes,  120  yds.,  @ .12>£,  4 ps.  Pepperell 
Sheeting,  160  yds.,  @ .10,  and  4 ps.  Auburn  Sheeting,  120  yds.,  @ .15. 

Exercise  in  Writing  Business  Papers.— Write  a letter  to  John  Fitch, 
en  cl  osing  receipt . 

July  18.  Received  Cash  in  full  of  Robert  Fulton’s  %.  Sold  Simon 
Walker,  on  his  Note  at  60  days,  4 cases  Men’s  Thick  Boots,  48  prs.,  © 

?!  -5  9b  1 2 !>'mh:e-s/>!ed  Boots,  24  pis  . <ch  $: 
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Exercises  iist  Writing  Business  Papers.— 1.  Write  a receipt  for  Robert 
Fulton.  2.  Make  a copy  of  the  note  given  by  Simon  Walker. 

July  20.  Sold  Geo.  F.  Smith,  for  Cash,  2 cases  Walking  Shoes,  120 
prs.,  @.50,  2 cases  Jenny  Lind  Gaiters,  24  prs.,  @ 1.15,  and  2 casea 
“Opera”  Gaiters,  24  prs.,  @ $1.75.  Paid  Wages  of  hands  to  date,  $65. 
July  21.  Received  Cash  of  Henry  Fish,  in  full  of  a/c . 

Note.— The  balance  of  cash  on  hand  is  $4376.64. 


DISSOLUTION  OF  PARTNERSHIP. 

385.  It  has  been  agreed  by  the  members  of  the  firm  that  Andrew 
Anderson  withdraw  from  the  business,  taking  with  him  his  net  in- 
vestment, as  follows : Note  of  H.  B.  Bryant ; Acceptance  of  George 
Claghorn;  Merchandise,  $750;  Note  of  E.  W.  Emerson,  at  60  days,  for 
$2000 ; and  Cash  for  balance.  The  books  must  therefore  be  closed,  to 
ascertain  the  present  net  investment  of  each  partner.  See  Art.  155. 

WITHDRA  WAL  ENTR  Y. 

386.  The  following  entry  should  be  made  in  the  Day  Book  upon  the 
withdrawal  of  Andrew  Anderson : 

Philadelphia , July  21,  1880. 

The  partnership  heretofore  existing  be- 
tween Andrew  Anderson  and  E.  W. 

Emerson  is  this  day  dissolved  by  mutual  t 
consent , Andrew  Anderson  retiring  from 
the  business.  E,  W Emerson  continues 
the  business , assuming  all  debts , and  tak- 
ing all  property , obligations , etc .,  belong- 
ing to  the  firm,  except  such  as  are  taken 
by  Andrew  Anderson,  who  receives,  as  per 
agreement,  for  his  Net  Investment , Notes , 

Merchandise,  and  Gash,  as  charged  to 
him  below.  The  property  is  to  be  ap- 
praised at  its  present  wholesale  value,  and 
the  books  are  to  be  closed . 

Inventory. 

Merchandise  on  hand,  5386. 

Beal  Estate,  5000. 


CLOSING  THE  BOOKS. 
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CLOSING  THE  BOOKS. 

387.  The  foregoing  entry  having  been  made  in  the  Day  Book,  the 
books  should  be  closed  according  to  the  directions  given  in  Art.  332. 

INTEREST  CHARGED. 

388.  The  following  entries  should  be  made  in  the  Day  Book,  and 
posted  to  the  private  accounts  of  the  partners  before  the  Balance-sheet 
is  made  (see  Art.  380  and  381)  : 

Andrew  Anderson , Dr. 

To  Interest  on  $75  for  8 ds.,  

Or. 

By  Interest  on  $ 1000 , one-half  surplus 

Investment,  for  8 ds.,  

E.  W.  Emerson , Dr. 

To  Interest  on  $100  for  6 ds.,  • — — 

“ $1000  “ 8 “ — 

One-half  surplus  Inv.  of  A.  Anderson. 

Note  1.  After  posting  the  foregoing  entries,  each  partner’s  private 
account  should  be  closed  into  his  stock  account.  See  Art.  349  and  383. 

Note  2.  If  E.  W.  Emerson  had  agreed  to  pay  the  firm  interest  on  the 
entire  amount  drawn  out  on  July  13,  the  result  would  have  been  the 
same. 

RESULT. 

389.  The  Balance-sheet  shows  the  following  results  : 

Resources,  116531.44. 

Liabilities,  $4928. 33* 

Net  Capital,  $11603.11. 

Andrew  Anderson’s  Net  Investment,  as  shown  by  the  Ledger,  $6834. 22. 

E.  W.  Emerson’s  “ “ “ $4806.56. 

Loss  since  July  11,  $37.67. 

Andrew  Anderson’s  share  of  loss,  y2,  $18.84. 

E.  W.  Emerson’s  “ “ $18.83. 

FINAL  ENTRY. 

390.  After  the  Balance-sheet  and  the  loss  are  recorded  in  the  Day 
Book,  and  the  loss  is  posted,  an  entry  should  be  made  in  the  Day 
Book,  charging  Andrew  Anderson  with  the  property  which  he  with- 
draws from  the  business  when  the  partnership  is  dissolved.  It  should 
be  made  in  the  following  manner : 
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Philadelphia , July  21,  1880. 


Andrew  Anderson , Dr. 

To  his  Net  Investment  withdrawn : 

r Note  of  H.  B.  Bryant , 500. 

Less  dis.  for  13  ds 1.08 

498 

92 

Acceptance  of  George  Claghorn , 700. 
Less  dis.  for  14  ds.,  1.63 

698 

37 

Mdse.,  per  Invt., 

Note  of  E.  W.  Emerson  at  60  ds. 

750 

from  date , 

2000 

Cash  for  bal.  of  Investment , 

2868 

09 

6815 

38 

Note  1.  The  foregoing  Day  Book  entry  is  posted,  and  Andrew  Ander- 
son’s stock  account  in  the  Ledger  is  then  closed.  E.  W.  Emerson’s  stock 
account  is  also  closed.  (Net  Cap.,  $4787.73.) 

Note  2.  A record  of  the  notes  in  the  foregoing  Day  Book  entry  must  be 
taken  in  the  Ifcill  Book,  and  of  the  Cash  in  the  Cash  Book. 

Note  3.  It  will  be  remembered  that  the  Balance-sheet  is  copied  in  the 
Day  Book  for  convenience,  and  that  it  may  be  copied  in  a separate  book, 
or  filed  away,  if  preferred. 


SET  III.— CONTINUED. 

391.  Upon  the  withdrawal  of  Andrew  Anderson,  E.  W. 
Emerson  continues  the  business.  The  following  memoranda 
will  be  entered  in  the  usual  manner. 


ME  MO  RAND  A ( Continued ) . 

July  22.  Sold  A.  H.  Lewis,  for  y Cash  and  y2  Note  at  30  days,  7 
ps.  English  Prints,  280  yds.,  @ .20,  8 ps.  Lancaster  Gingham,  320  yds., 
@ .10,  and  9 ps.  Auburn  Sheeting,  370  yds.,  @ .15.  Sold  N.  Frederick, 
on  %,  8 ps.  Mixed  Cassimeres,  215  yds.,  (5)  .50, 

Exercises  in  Writing  Business  Papers. — 1.  Make  an  invoice , receipted 
properly,  for  A.  H.  Lewis.  2.  Make  a copy  of  the  note  given  by  him. 

duly  24.  Gave  John  Smith,  Note  at  10  days  for  y2  amount  due  him. 
Sold  John  Howard,  on  %,  6 ns.  Lancaster  Gingham-  250  vds.„  (cb  ,10. 


CLOSING  THE  BOOKS. 
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and  6 ps.  English  Prints,  240  yds.,  @ .20  ; received  of  him,  Cash,  $100. 
Received  Cash  for  Petty  Sales,  $13.75.  Paid  for  Incidental  Expenses, 
$22.35.  Sold  John  Fitch,  on  %,  4 cases  Men’s  Boots,  48  prs.,  @ $1.25. 

Exercise  in  Writing  Business  Papers.— Write  a note  for  John  Smith. 

July  27.  Received  of  N.  Frederick,  Note  at  30  days  for  amount  due. 
Received  of  Wm.  T.  Bush,  Cash  on  %,  $100.  Sold  Henry  Fish,  on  %, 
6 ps.  Fancy  Linens,  36  yds.,  @ $2,  8 ps.  English  Prints,  320  yds.,  @ 
.20,  7 ps.  Lancaster  Prints,  248  yds.,  @ .08>£,  and  4 ps.  Lancaster 
Gingham,  160  yds.,  @ .10. 

Exercises  in  Writing  Business  Papers.— 1.  Make  a copy  of  the  note  re- 
ceived from  N.  Frederick.  2.  Write  a receipt  for  Wm.  T.  Bush.  3.  Make 
an  Invoice  for  Henry  Fish. 

July  30.  Drew  out  for  private  use.  $450.  Received  Cash  of  Ira 
Packard  for  Draft  due  July  16,  with  interest  to  date.  Paid  John 
Smith,  Cash  on  %,  per  check,  $600,  and  gave  him  Sight  Draft  on 
Henry  Fish  for  $150.  (D.  B. , C.  B.  See  Day  Book  entries,  p . 86. ) Sold 
A.  Wyten,  for  Cash,  Lot  of  Store  Fixtures  for  $270. 

Exercise  in  Writing  Business  Papers.— Write  a check  and  a sight  draft 
for  John  Smith. 

July  31.  Paid  Wages  of  hands  to  date,  $25. 


CLOSING  THE  BOOKS. 

392.  Let  the  books  be  closed  after  the  foregoing  entries  are  made. 

INVENTORY. 

393.  The  following  is  the  property  on  hand  : 

Merchandise,  $3942  ; Real  Estate,  $5000. 

RESULT. 

394.  Upon  closing  the  set  of  books  it  will  be  found  that  the  net 
capital  on  July  31,  is  $4367.02,  and  the  gain  since  July  21,  is  $29.29. 

Note  l.This  will  he  the  gain  if  the  Stock  account  is  reduced  hy  the 
amount  drawn  out  for  private  use.  and  the  notes  are  reckoned  at  their 
face  value. 

Note  2.  See  the  third  suggestion  given  on  page  80. 
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SET  IV.—FLOUB  AND  GBAIN. 

395.  This  set  is  designed  to  show  the  method  of  closing  and 
re-opening  a set  of  books  upon  the  admission  of  a partner,  etc. 

396.  The  books  kept  are  the  Day  Booh , Ledger , Cash  Booh , 
and  Bill  Booh . 

Note.— In  Set  4,  “Exercises  in  Writing  Business  Papers”  are  omitted. 
The  teacher  may  direct  the  pnpils  to  write  such  business  papers  as  he 
deems  necessary,  in  this  set  and  the  following  ones. 

REMARKS  ON  THE  DAY  BOOK 

397.  The  Day  Booh  in  this  set  combines  the  use  of  the  Hay  Book  as 
before  described,  and  the  Sales  Book.  In  it  should  be  entered  all 
sales  and  purchases  of  merchandise,  whether  on  %,  or  by  cash  or  note, 
and  all  other  transactions  requiring  a personal  debit  or  credit. 

398.  The  form  of  entry  in  the  Day  Book  of  Set  4 differs  from  the 
form  given  in  the  preceding  sets.  Instead  of  entering  the  transactions 
as  Dr.  and  Cr .,  the  words  Sold,  Bought , Deceived , etc.,  are  used,  and 
the  book-keeper  determines  which  accounts  are  Dr.  and  which  Cr. 
when  he  posts  them.  Only  those  accounts  that  require  a personal 
debit  or  credit,  are  posted.  See  Art.  402. 

Note  1.  Accounts  of  goods  bought  or  sold  for  cash  or  note  need  not  be 
posted.  See  Art.  403. 

Note  2.  In  tbe  preceding  sets  all  tbe  Day  Book  entries  are  posted.  Ex- 
plain why  this  is  not  necessary  in  Set  4. 


MEMORANDA. 

399.  The  following  memoranda  will  be  used  for  opening  the  books, 
and  keeping  them  during  the  month  of  January. 

Minneapolis,  Minn.,  Jan.  1,  1876.  Watson  Cornell  began  business 
with  a cash  capital  of  $2962.13.  (D.  B.,  C.  B.) 

Jan.  2.  Bought  of  W.  W.  Cook,  for  Cash,  100  bbls.  Family  Flour 
a)  $8.  (D.  B.,  C.  B.) 

Jan.  3.  Sold  George  H.  Desch,  on  %,  20  bbls.  Family  Flour  @ $8.50. 

Jan.  4.  Bought  of  A.  D.  Eisenhower,  on  our  Note  at  30  days,  80 
bus.  Corn  @ .75,  and  200  bus.  Oats  @ .45.  (D.  B.,  B.  B.) 

Jan.  5.  Sold  George  Marsden,  for  Cash,  30  bbls.  Family  Flour  @ 
$8.25.  Paid  Cash  for  Set  of  Books  for  use  of  Store,  $15.  (C.  B.) 


OPENING*  THE  BOOKS. 
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Jan.  8.  Bought  of  W.  S.  McPherran,  for  'Cash,  200  bbls.  Extra 
Family  Flour  @ $9.  Paid  DrayagC  for  the  same,  in  Cash,  $3.  (C.  B.) 

Jan.  lO.  Sold  W.  F.  Overholt,  on  his  note  at  20  days,  100  bbls. 
Extra  Family  Flour  @ $9.50. 

Jan.  13.  Sold  D.  McMullen,  for  Cash,  40  bus.  Corn  @ .93%.  Paid 
Cash  for  Repairing  Store,  $15. 

Jan.  16.  Bought  of  J.  N.  Barr,  on  %,  250  bus.  Wheat  @ $1. 

Jan.  IT.  Sold  Benj.  C.  Rich,  on  %,  125  bus.  Wheat  @ $1.07. 

Jan.  22.  Sold  J.  Zeamer,  for  Cash,  50  bbls.  Extra  Family  Flour  @ 
$9.50.  Received  Cash  in  full  of  George  H.  Desch’s  %. 

Jan.  25.  Paid  J.  N.  Barr,  Cash  on  %,  $100.  Paid  Wages  of  Work- 
men in  full  to  March  1,  $50.  (C.  B. ) 

J an.  29.  Sold  W.  D.  Weaver,  on  % , 50  bbls.  Extra  Family  Flour  @ $10. 

Jan.  31.  Paid  Store  Rent  in  Cash,  $100.  Received  of  W.  D.  Weaver, 
Cash  on  %,  $250. 


OPENING  THE  BOOKS. 

400.  The  books  for  this  set  should  be  opened  according  to  the  direc- 
tions before  given.  (See  Art.  306,  310,  314,  317.) 

401.  The  foregoing  memoranda  should  be  entered  in  the  proper 
books.  See  Art.  402. 

SECOND  FORM  OF  DAY  BOOK  ENTRY. 

402.  The  following  entries  illustrate  the  second  form  of  entry  in  the 
Day  Book. 

Minneapolis , Minn. , Jan . 1,  1876. 


Began  lousiness  with  Gash  on  hand , 


13 


2 

Bought  of  W.  W.  Cook,  for  Cash, 

100  bbls.  Family  Flour , @ 8. 

. — s s 

Sold  George  H.  Besch,  on  %, 

20  bbls.  Family  Flour,  @ 8.50 


800 

170 


Bought  of  4-  B.  Eisenhower , on  our 
Note  at  30  days , 

80  bus.  Corn , @ .75 

200  “ Oats , @ .45 


60 

90 


150 
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403.  Each  account  of  the  Day  Book  should  he  transferred  to  the 
Ledger,  Cash  Book,  or  Bill  Book.  When  the  foregoing  accounts  are 
transferred  to  the  proper  hooks,  there  should  be  entered  in  the  L.  F. 
column,  opposite  the  first  and  second  entries,  the  initials  C.  B.  ; 
opposite  the  first  and  third  entries,  the  Ledger  folio  on  which  the 
account  is  posted ; and  opposite  the  fourth  entry,  the  initials  B.  B. 


PARTNERSHIP  FORMED. 

404.  Watson  Cornell  agrees  to  admit  H.  C.  Bartleson  as  his  co- 
partner in  business  on  February  1,  upon  the  conditions  stated  below. 

DAY  BOOK  ENTRY. 

405.  The  following  entry,  stating  the  conditions  of  the  partnership, 
should  be  made  in  the  Day  Book  on  Jan  31 : 

Minneapolis , Minn.,  Jan.  31,  1876 . 

Watson  Cornell  agrees  to  admit  H.  G. 

Bartleson  as  his  copartner  in  business  on 
Feb.  1,  upon  the  condition  that  he  inrests 
an  amount  equal  to  the  Net  Capital , which 
is  to  be  determined  by  appraising  the 
goods  at  present  wholesale  value  and  clos- 
ing the  books.  The  firm  is  to  be  named 
Cornell  & Bartleson , and  the  partners 
are  to  share  the  gains  and  losses  equally. 

Inventory. 

50  bbls.  Family  Flour , @ 10.  500. 

40  bus.  Corn , @ .75  so. 

125  “ Wheat , @ 1.  125. 

200  “ Oats , @ .45  90. 

P45. 


CLOSING  THE  BOOKS. 

406.  The  foregoing  entry  being  made,  the  books. should  be  closed. 

RESULT. 

407.  The  Balance-sheet  shows  that  the  Net  Capital  is  $3037.88. 
Note.— The  notes  are  reckoned  at  their  face  value. 


SET  IV.— CONTINUED. 


143 


STOCK  ACCOUNT  CLOSED. 

408.  After  the  gain  is  posted,  the  Stock  account  in  the  Ledger  should 
be  closed  with  the  following  entry  (in  red  ink) : 

To  Bal.  to  Watson  Cornell's  % , 

Net  Investment , $ 3037.88 . 

SENIOR  PARTNER'S  ACCOUNT  OPENED. 

409.  An  account  with  Watson  Cornell  should  be  opened  under  the 
Stock  account  with  the  following  entry  (in  black  ink) : 

By  Bal.  from  Stock  ftc , 

Net  Investment,  $3037.88. 


SET  IV.— CONTINUED. 

410.  t MEMORANDA. 

Feb.  1.  H.  C.  Bartleson,  having  been  admitted  as  partner,  invests, 
as  per  agreement,  Cash,  $3037.88. 

Note.— This  account  should  be  entered, in  tpe  Day  Book  as  follows : 
Invested  by  H.  C.  Bartleson , upon  being 

admitted  as  Partner , . 

It  should  be  posted  as  follows : H.  C.  Bartleson , Gr.,  By  Net  Investment. 

Feb.  2.  Sold  B.  F.  Hudson,  on  %,  50  bbls.  Family  Flour  @ $11. 
Bought  of  W.  C.  Evans,  for  Cash,  130  bbls.  Superfine  Flour  @ $9. 
Accepted  J.  N.  Barr’s  Draft  on  us  at  10  days,  in  favor  of  G-.  H.  Slay- 
baugh,  in  full  of  his  %.  (See  Art.  40  and  68.)  D.  B.,  L.,  B.  B. 

Feb.  3.  Bought  of  Geo.  C.  Ruth,  500  bbls.  Family  Flour  @ $8 ; paid 
him  Cash,  $1500,  Order  on  Benj.  C.  Rich  for  $133.75,  and  our  Note  for 
balance,  due  in  4 mos.  (D.  B.,  C.  B.,  B.  B.) 

Note.— An  account  with  Geo.  C.  Ruth  is  not  required  in  the  Ledger. 
Benj.  C.  Rich  must  be  credited  in  the  Ledger  with  the  order  given  to  Geo. 
C.  Ruth.  (Do  not  record  the  order  in  the  Bill  Book.) 

Feb.  5.  Paid  Cash  for  Sundry  Expenses,  $15.  Sold  I.  M.  Gable  for 
Cash,  200  bbls.  Family  Flour  @ $8.25.  Received  Cash  of  W.  F.  Over- 
holt in  full  for  his  Note  of  10th  ult.  (B.  B.,  C.  B.) 

Feb.  6.  Paid  our  Note  in  favor  of  A.  D.  Eisenhower. 

Feb.  T.  Received  Cash  of  W.  D.  Weaver  in  full  of  %.  Paid  Store 
rent  in  Cash,  $150.  Sold  G.  W.  Oberholtzer,  on  his  Note  at  20  days, 
300  bbls.  Family  Flour  @ $8.50. 

Feb.  lO.  Sold  J.  N.  Barr,  on  %,  40  bus.  Corn  @ .93%. 
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NATURE  OF  PARTNERSHIP  CHANGED. 

411.  The  nature  of  the  partnership  between  Watson  Cornell  and 
H.  C.  Bartleson  is  changed  on  Feb.  12 , 1876,  as  stated  in  the  following 
Day  Book  entry. 

DAY  BOOK  JEN T JR Y. 

Minneapolis,  Minn.,  Feb.  12,  1876. 

The  nature  of  the  partnership  existing 
between  Watson  Cornell  and  H.  C.  Bar- 
tleson is  this  day  changed  by  mutual  con- 
sent. H.  C.  Bartleson  becomes  a dormant 
partner  by  withdrawing  his  Net  Invest- 
ment in  Cash , less  $ 2500 , which  remains 
in  the  business , and  for  which  he  is  to 
receive  one-fourth  of  the  net  gains , pay- 
able semi-yearly.  The  gain  is  to  be  ascer- 
tained by  appraising  the  goods  at.  wholesale 
value , and  closing  the  books. 

Inventory. 

125  bus.  Wheat , @ 1.  125. 

200  “ Oats , @ 45.  90. 


130  bbls.  Superfine  Flour , @ 9.  1170. 


CLOSING  THE  BOOKS. 


412.  The  foregoing  entry  having  been  made,  the  books  must  be 
closed  to  ascertain  the  Net  Investment  of  each  partner. 

RESULT. 

413.  The  Balance-sheet  shows. that  the  Net  Capital  is  $6168.26.  The 
Ledger  account  of  each  partner  shows,  after  the  gain  is  posted,  a Net 
Investment  of  $3084.13. 

Note.— The  notes  are  reckoned  at  their  face  value. 


SET  IY.— CONTINUED 
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SET  IV.— CONTINUED. 

414.  MEMORANDA. 

Feb.  12.  H.  C.  Bartleson,  having  become  a dormant  partner,  receives 
$584.13  as  his  Net  Investment,  less  the  amount  left  in  the  business. 
Note.— This  account  should  be  entered  in  the  Day  Book  as  follows : 
Paid  H.  C.  Bartleson,  on  his  becoming 
a Dormant  Partner,  58k.  13 

The  account  should  be  posted,  and  H.  C.  Bartleson’s  Ledger  account 
should  then  be  closed  and  the  balance  brought  down.  (See  Art.  153.) 

Feb.  15.  Received  from  the  executors  of  Watson  Cornell’s  deceased 
uncle’s  estate, Cash,  $1200. 

Note.— This  should  be  posted  to  the  credit  side  of  Watson  Cornell’s  % . 
Feb.  10.  Paid  Cash  for  Acceptance,  £n  favor  of  J.  N.  Barr,  2d  inst. 
Feb.  20.  Sold  George  H.  Desch,  200  bus.  Oats  @ .50;  received  in 
payment  his  Draft  at  10  days  on  Edward  Stover.  (D.  B.,  B.  B.) 

Feb.  22.  Bought  of  W.  S.  McPherran,  on  %,  360  bbls.  Flour  @ $7. 
Feb.  25.  Sold  our  Sight  Draft  on  B.  F.  Hudson,  to  balance  his  %, 
receiving  Cash  in  full.  (D.  B.,  L.,  C.  B.) 

Feb.  28.  Discounted  our  Note  of  3d  inst.,  in  favor  of  Geo.  C.  Ruth; 
paid  Cash,  less  discount  for  3 mos.  at  7%,  $41.41.  (C.  B.,  B.  B.) 


CLOSING  THE  BOOKS. 

415.  The  foregoing  transactions  having  been  recorded  in  the  proper 
oooks,  they  may  be  closed. 

INVENTORY. 

416.  125  bus.  Wheat  @ $1 ; 130  bbls.  Superfine  Flour  @ $9 ; 360 
bbls.  Family  Flour  @ $7. 

RESULT. 

417.  The  net  gain  since  Feb.  12  is  found  to  be  $51.41,  one-fourth  of 
which  must  be  credited  to  the  dormant  partner.  The  following  entries 
are  made  in  the  Day  Book,  and  posted,  after  the  Balance-sheet  is 
copied  : 

Due  H.  C.  Bartleson , 

One-fourth  of  Gain  to  date , as  per  Balance-sheet , 12.85. 

Gain  in  Business , as  per  Balance-sheet , 

Less  one-fourth  credited  to  II.  C.  Bartleson , 88.56. 

Note. — For  the  Review  Questions  for  this  section,  see  page  169. 
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section  nr. 

. MISCELLANEOUS  SETS. 

IK  this  section  several  sets  will  be  given,  each  containing 
special  features. 

Note  1.  The  object  of  this  section  is  to  teach  the  pupil  that  modifica- 
tions may  be  made  in  the  manner  of  keeping  books  to  suit  the  nature  of 
the  business.  The  first  “ set  ” contains  but  one  book ; the  second  set  con- 
tains two  books ; and  the  third  set,  three  books. 

Note  2.  The  learner  must  understand  that  other  modifications  are  fre- 
quently made  in  business.  It  would  be  impossible,  even  if  it  were  desir- 
able, to  represent  all  the  various  methods  of  keeping  books  used  by 
business  houses.  It  is  fully  believed,  however,  that  a careful  study  of  the 
sets  in  this  work  will  enable  a person  to  understand  the  peculiarities  ot 
any  system  of  Single  Entry,  and  adapt  a method  to  any  business. 


SET  V.—ONE  BOOK  USED . 

419.  This  “set”  is  designed  to  show  the  method  of  keeping 
accounts  when  but  one  book  is  used.  This  method  may  be  used 
by  mechanics,  laborers,  and  others  who  have  but  few  business 
transactions  to  record. 

Note.— The  method  of  keeping  a record  of  business  transactions,  as 
shown  in  this  “set,”  is  generally  presented  in  works  on  book-keeping  as 
the  first  “ set  ” to  be  written  by  the  pupil.  As  it  involves  the  principles 
of  both  the  Day  Book  and  the  Ledger,  it  is  thought  best  to  present  it  after 
the  use  of  each  of  these  books  is  understood. 

REMARKS. 

420.  In  the  form  given  below,  the  Dr.  and  the  Cr.  accounts  are  re- 
corded on  the  same  page,  in  separate  columns.  They  may  also  be 
kept  on  separate  pages,  the  Dr.  accounts  being  entered  on  the  left- 
hand  page,  and  the  Cr.  accounts  on  the  right.  (See  p.  80  and  Art.  307, ) 

Note.— Let  both  methods  be  illustrated  by  the  teacher. 

(146) 
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421.  Sufficient  space  must  be  left  between  the  accounts  for  addi- 
tional entries  to  be  made  throughout  the  year.  When  the  space  left  is 
filled,  the  account  should  be  transferred  to  another  page. 

Note  1.  These  accounts  maybe  transferred  by  balancing,  or  by  carrying 
the  amounts  forward.  See  Art.  240. 

Note  2.  In  actual  business,  the  amount  of  space  necessary  for  each  per- 
son’s account  can  generally  be  estimated. 


422.  MEMORANDA. 

Creswell,  Pa.,  Jan.  1,  1880.  Bought  of  C.  Shoemaker,  1 pair 
Boots,  $6.50,  and  one  pair  Shoes,  $2.25.  Jan.  4.  Bought  of  S.  T. 
Keeper,  14  yds.  Calico  @ .11.  Jan.  18.  Worked  for  F.  A.  Carpenter  4 
days  @ $1.10.  Jan.  31.  Worked  for  E.  Farmer  this  month,  16  days 
@ $1.05. 

Feb.  3.  Received  of  E.  Farmer  $10  on  %.  Feb.  19.  Bought  of  S. 
T.  Keeper  10  gals.  Molasses  @ .60,  15  lbs.  Sugar  @ .08,  and  15  lbs. 
Coffee  @ .15.  Worked  for  F.  A.  Carpenter  3 days  @ $1.10.  Feb.  22. 
Received  of  F.  A.  Carpenter,  Cash  in  full.  Feb.  28.  Worked  for  E. 
Farmer  this  month  5 days  @ $1.05.  Received  from  him  Cash  $10  and 
8 lbs.  Butter  @ .22.  Bought  of  F.  A.  Carpenter  on  %,  a load  of 
Shavings,  50  cts. 


FORM  OF  ENTRY, 

423.  The  foregoing  transactions  may  be  entered  as  follows  : 

. C.  Shoemaker,  Dr.  Cr. 


1880 

Jan 

1 

By  1 pair  Boots , 

6.50 

1 “ Shoes , 

2.25 

\ 

8 

1 

75 

i 

S.  T.  Keeper , 

Dr. 

Cr , 

J880 

Jan 

4 

By  14  yds.  Calico , @ .11 

1 

! 

54 

Feb 

19 

10  gals.  Molasses , @ .60 

6. 

15  lbs.  Sugar , @ .08 

1.20 

15  “ Coffee , @.15 

2.25 

9 

45 

148 


MISCELLANEOUS  SETS. 


F.  A.  Carpenter , Dr.  Cr. 


1880 

Jan 

18 

To  4 days  Labor , @ 1.10 

It 

40 

Feb 

19 

3 “ “ @ 1.10 

3 

30 

&2 

By  Cash  in  full, 

7 

70 

7 

70 

7 

70 

Feb 

28 

By  1 load  Shavings, 

50 

E.  Farmer , 

Dr. 

Cr. 

1880 

Jan 

81 

To  16  days  Labor , @ 1.05 

16 

80 

Feb 

S 

By  Cash  on  % , 

10 

28 

To  5 days  Labor , @ 1.05 
By  Cash  on  % , 

10. 

5 

25 

8 lbs.  Butter  @ .22 

1.76 

u 

76 

424.  MEMORANDA  ( Continued ). 

March  8.  Bought  of  D.  Miller,  a bag  of  Flour,  100  lbs.,  @ .04%  and 
25  lbs.  Buckwheat  @ .03.  March  IT.  Bought  of  T.  Smith,  a milk- 
pail,  .75.  March  31.  Worked  for  N.  A.  Barr  in  garden,  15  days 
@ |1.05.  Bought  of  B.  L.  Smith,  a Log  Chain,  18  lbs.,  @ .08.  A. 
Taylor  cut  for  son  a pair  of  pantaloons,  25  cts.,  and  a coat,  50  cts. 
Gave  credit  to  N.  A.  Barr,  for  one  quarter’s  rent  due  this  day,  $15. 

April  1.  Gave  H.  Painter  credit  for  interest  due  this  day,  $6. 
April  3.  Paid  C.  Shoemaker,  $5  on  Settled  with  N.  A.  Barr,  re- 
ceiving from  him  Cash  in  full  for  balance  due.  Bought  of  S.  T. 
Keeper,  6 yds.  Cassimere  @ $2.  April  6.  Paid  H.  Painter  interest 
due  April  1.  April  14.  Paid  S.  T.  Keeper,  $10  Cash,  and  sold  him  5 
doz.  Eggs  @ .15.  April  28.  F.  A.  Carpenter  assisted  me  in  building 
a Tobacco  Shed,  charging  for  his  labor  $25 ; paid  him  $10  on  % . 
April  30.  Worked  for  E.  Farmer  22  days  @ $1.05. 

May  2.  Bought  of  B,  L.  Smith,  2 chains,  @ .30.  May  9.  Worked 
4 days  for  N.  A.  Barr,  @ $1.10 ; received  from  him  4 bus.  Potatoes 
@ .60.  May  lO.  Bought  of  S.  T.  Keeper  10  lbs.  Sugar  @ .09,  1 lb. 
Tea,  .75,  and  8 lbs.  Coffee  @ .14.  Received  $20  of  E.  Farmer  on  a/c. 
May  15.  Paid  H.  Painter  $5  for  painting  furniture.  May  31.  Worked 
18  days  for  E.  Farmer®  $1.05. 
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Note. — H.  Painter  may  be  credited  for  the  painting  done,  and  nebited 
for  tbe  payment.  The  book  thus  shows  that  the  bill  is  paid. 

June  4.  Bought  of  C.  Shoemaker  1 pr.  Shoes,  $3.50.  Worked  in 
his  garden  3 days  @ $1.25.  June  15.  Bought  of  S.  T.  Keeper,  12  yds. 
Calico  @ .10,  and  1 ps.  Shirting,  35  yds.,  @ .11.  June  30.  Worked 
for  E.  Farmer  15  days  @ $1.20.  Received  from  E.  Farmer  $20  on 
and  paid  S.  T.  Keeper  $10,  and  D.  Miller  $5.25.  Gave  N.  A.  Barr 
credit  for  one  quarter’s  rent  and  paid  him  Cash  in  full  of  amount  due. 

July  1.  Bought  of  S.  T.  Keeper,  two  gals.  Molasses  @ .44,  and  6 
lbs.  Sugar  @ .08  ; sold  him  3 dozen  Eggs  @ .10.  July  16.  Worked  5 
days  for  N.  A.  Barr  @ $1.25  ; received  from  him,  3 lbs.  Butter  @ .18. 
July  31.  Worked  for  E.  Farmer,  during  month  3 days  @ $1.10,  and 
15  days  haymaking  and  harvesting  @ $1.50;  received  from  him  an 
Order  on  S.  T.  Keeper  for  $10  and  Cash  for  the  balance  due  me. 

Note.— Do  not  charge  S.  T.  K.  for  the  order  until  it  is*paid  to  him. 

August  3.  Bought  a wash-boiler  of  T.  Smith  for  $1.50.  August  4. 
Paid  S.  T.  Keeper  on  % E.  Farmer’s  Order.  August  12.  A.  Taylor 
has  made  me  a coat  for  $2.50,  to  be  paid  for  next  month.  August  31. 
Worked  for  E.  Farmer  during  month,  20  days,  @ $1.10. 

September  5.  Paid  A.  Taylor,  Cash  in  full  of  amount  due.  Sep- 
tember 7.  Paid  T.  Smith  the  amount  due  on  his  %,  Bought  5 bus. 
Potatoes  of  N.  A.  Barr  @ .45.  September  17.  Bought  of  C.  Shoe- 
maker, 2 pairs  of  boy’s  Boots  @ $2.  September  20.  Bought  of  D. 
Miller,  100  lbs.  Flour  @ .03,  and  100  lbs.  Indian  Meal  @ .02.  Sep- 
tember 30.  Worked  for  E.  Farmer,  20  days  @ $1.10,  and  received  $20 
cash  and  half  a ton  of  hay  @ $12.  Gave  K.  A.  Barr  credit  for  one 
quarter’s  rent,  $15. 

October  5.  Threshed  5 days  for  N.  A.  Barr  @ $1.20,  and  received  2 
bus.  Turnips  @ .25.  October  11.  Paid  N.  A.  Barr  in  full.  October 
12.  Bought  of  S.  T.  Keeper,  2%  yds.  gray  Cloth  @ .75,  and  5 spools 
Thread  @ .05.  October  15.  Bought  of  K.  A.  Barr,  3 bus.  Apples  @ 
.25.  October  20.  Sold  S.  T.  Keeper,  1 bushel  Chestnuts  @ $1,  and  1 
.bushel  Shellbarks  @ $1.25.  October  31.  Worked  20  days  for  E. 
Farmer  @ $1.10  ; received  on  a/c  $20. 

November  1.  Paid  C.  Shoemaker  $5  on  afc # November  lO. 
Worked  for  N.  A.  Barr,  5 days  at  husking  corn  @ $1.10;  received 
from  him  1 cord  of  Wood,  $4.50.  November  15.  Bought  of  S.  T. 
Keeper,  5 gals.  Molasses  @ .44,  and  1 bag  Salt,  25  lbs.  @ .01>£. 
November  30.  Worked  for  E.  Farmer,  20  days  @ $1.10,  and  received 
4 bus.  Potatoes  @ .45. 
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December  2.  Sold  B.  L.  Smith,  14  lbs.  Lard®  .10,  and  12  lbs.  Fresh 
Pork  @ .08.  December  lO.  Hauled  Wood  for  N.  A.  Barr  for  8 days 
@ $1.10.  December  15.  Bought  of  S.  T.  Keeper,  12  yds.  Delaine  @ 
.20,  and  Trimmings  for  .75.  December  29.  B.  L.  Smith  paid  the  bal- 
ance of  his  %.  December  30.  Worked  14  days  for  E.  Farmer  @ 
$1.10,  and  received  payment  of  fc  in  full.  December  31.  Gave  N. 
A.  Barr  credit  for  one  quarter’s  rent.  Paid  all  my  outstanding  bills 
for  the  year. 

Note.— Before  settlement,  E.  Farmer  owes  ns  $55.60;  we  owe  C.  Shoe- 
maker $2.50,  A.  Carpenter  $15.50,  S.  T.  Keeper  $6.72,  D.  Miller  $5,  and  N.  A. 
Barr  $5.95. 


SPECIAL  ACCOUNTS, 

425.  It  sometimes  occurs  that  a person  desires  to  keep  certain 
accounts  without  keeping  a set  of  books,  or  independently  of  the 
books  in  which  personal  accounts  are  recorded. 

426.  The  following  practical  exercises  are  designed  to  show  the 
manner  in  which  special  accounts  with  crops,  speculations,  etc.,  may 
be  kept.  Accounts  of  this  kind  may  be  recorded  in  the  same  book  in 
which  personal  accounts  are  recorded,  or  they  may  be  kept  by  persons 
who  do  not  wish  to  keep  any  accounts  but  these. 

Note  1.  These  transactions  may  be  entered  in  the  pupil’s  blank  books, 
or  written  on  paper  ruled  for  the  purpose.  It  will  be  found  of  advan- 
tage in  most  cases  for  the  pupils  to  keep  a permanent  record  of  the  exer- 
cises. (Seep.  80.) 

Note  2.  These  special  accounts  are  similar  in  form  to  the  personal  ac- 
counts of  Set  5.  It  will  be  understood,  however,  that  they  are  not  part 
of  Set  . 5. 


427.  MEMORANDA. 

1.  Account  witln  Pamphlet. 

Feb.  4, 1872.  Published  a pamphlet  on  “Intellectual  Development 
in  the  Torrid  Zone.”  Time  spent  in  preparing  manuscript  estimated 
at  16  days*;  estimated  value  of  labor  $3  a day.  Paid  for  “composition, ” 
48  pp.,  @ $2.25;  printing,  etc.,  1000  copies,  $65.  Mar.  5.  Paid  for 
postage,  $10.75.  May  lO.  Paid  for  advertising,  $6.50.  Oct.  6.  Sold 
up  to  this  date  465  copies  @ .30.  300  copies  have  been  given  away,  and 
the  remaining  copies  are  estimated  at  20  cts.  each. 
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428.  The  foregoing  statement  may  be  recorded  as  shown  in  the 
following  account : 

Account  with  Pamphlet , Dr.  Gr. 


1872 

Feb 

4 

To  16  days ’ Labor  prep.  man.,  @ 3. 

48 

48  pp.  Composition , @ 2.25 

108 

Printing  1000* copies,  etc., 

65 

Mar 

5 

Postage , 

10 

75 

May 

10 

Advertising , 

6 

50 

Oct 

6 

By  465  copies  sold,  @ .30 

139 

50 

235  “ on  hand,  estimated  @ 20 

47 

By  Loss, 

51 

75 

238 

25 

238 

25 

SPECIAL  ACCOUNTS  ( Continued ). 

429.  Accounts  from  the  following  memoranda  should  be  made  by 
the  pupils  according  to  the  foregoing  form. 

2.  Tobacco  Field  Account. 

Apr.  1,  1879.  Rented  V/2  acres  of  land  @ $20  an  acre.  Put  on  the 
land  $80  worth  of  Guano  and  150  bus.  of  Lime  @ .11.  Apr.  10.  Paid 
for  ploughing,  $3.75.  May  15.  Harrowing,  ridging,  etc.,  $3.75.  May 
20.  Paid  for  7250  plants  @$la  thousand.  Planting,  3 men  1 day  @ $1 
each.  May  30.  Replanted  1200  plants  ; cost  of  plants,  $1  a thousand ; 
cost  of  replanting,  $1.50.  June  5.  Cost  of  hoeing,  cleaning,  etc.,  $7.50. 
July  18.  Picking,  topping,  etc.,  $8.25.  Aug*.  5.  Suckering,  etc.,  $9. 
Sept.  1.  Cutting  oif  and  putting  in  shed,  $22.50  ; bought  1800  Lath  @ 
$4.50  per  M.  Dec.  20.  Stripping,  2750  lbs.  (3)  $1  a hundred  ; baling,  1 
man  3 days  @ $1 ; bought  6 yds.  Muslin  @ .08.  Jan.  19,  1880.  Sold 
entire  crop,  to  be  delivered  at  Lancaster;  hauling,  $4.50;  received  for 

1789  lbs.  Wrappers  @ .25, , 424  lbs.  Seconds  @ .08, , and 

448  lbs.  Fillers  @ .03, . 

Note.  The  gain,  as  shown  in  the  foregoing  account,  is  $256.83. 

3.  Beef  Account. 

Oct.  5,  1879.  Bought  20  head  of  Cattle,  averaging  1075  lbs.,  @ 
.04h£.  Nov.  3.  Pasturing  for  one  month,  $1.50  per  head.  May  1. 
Fed  each  Steer  for  6 mos.,  10  bus.  Corn  a mo.,  @ 50  cts.  Also, 
fed  them  during  six  months  7 tons  of  hay  worth  $14.50  a ton.  Fed 
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them  1 bu.  Salt,  .70.  Sold  the  entire  lot  this  day  @ .05% ; average 
weight  1455  lbs. 

Note. — Excess  of  receipts  over  expenditures,  $27.30.  . 

4.  Cash  Account. 

Henry  Johnson  began  teaching,  in  Sept.,  1878,  a common  school  for 
seven  mos.,  at  $40  a month,  payable  monthly.  He  had  cash  on  hand 
$8.50.  Paid  $2.50  a week  for  boarding,  payable  monthly.  Incidental 
Expenses  for  Sept.,  per  Memorandum  Book,  $1.45.  Bought  a pair  of 
Boots,  Oct.  12,  for  $6.50,  and  a suit  of  clothes,  Oct.  15,  for  $25.  Inc. 
Exp.  for  Oct.,  $2.10.  Bought  an  Overcoat,  Nov.  10,  $15,  4 Shirts  @ $1, 
and  Underwear,  $3.50,  Bought,  Nov.  14,  a Methods  of  Teaching, 
$1.50,  a Webster’s  Die.,  $9.  Subscribed  for  the  School  Journal,  $1.35, 
Nat.  Journal  of  Ed.,  $3.  Expenses  attending  Teachers’  Institute, 
$9.75  ; Inc.  Exp.  Nov.,  .75.  Bought  a pair  of  Overshoes,  Dec.  20,  for 
$1.75;  Inc.  Exp.  Dec.,  $4.50  ; for  Jan.,  $2.10.  Bought,  Feb.  3,  Collars, 
Cuffs,  and  Stockings,  $3.75.  Feb.  20,  2 Neck-ties  @ .50,  and  a pair  of 
Sleeve-buttons,  $2.75.  Inc.  Exp.  Feb.,  $2.50.  Bought,  Mar.  20,  a suit 
of  clothes  for  $19.50.  Mar.  20, 1 pr.  Shoes,  $4.50  ; Inc.  Exp.  Mar.,  $3.65. 

If  Henry  Johnson  attends  the  Normal  School  for  the  summer  ses- 
sion, at  a cost  of  $67  for  tuition  and  boarding,  and  $5  for  books  and 
stationery,  how  much  will  he  have  left?  Ans,  $12.60. 

Query  : How  many  weeks  in  seven  mos.  ? 

Note.— Every  pupil  studying  book-keeping  should  keep  a careful  ac- 
count of  all  his  receipts  and  expenditures,  including  the  items  of  every 
transaction. 

5.  Wheat  Account.  6.  Outs  Account. 

Aug’.  15, 1871.  Ploughed  the  north  field  for  wheat,  10  acres  @ $2 ; 
2 days  harrowing,  etc.,  @ $3.  8ept.  2.  Drilling,  1%  days,  2 men  and 
team  @ $4 ; cost  of  seed- wheat,  1%  bus.  to  an  acre,  $1.35  a bushel. 

Apr.  5, 1872.  Ploughed  the  west  field  for  oats,  10  acres  @ $2 ; 

Apr.  15.  Cost  of  35  bus.  oats  for  seed,  @ .45,  $ ; sowing,  1%  days 

@ $1.  Apr.  17.  Harrowing,  1 boy  and  team  2 days,  @ $2.75.  July  5. 
Harvested  wheat,  3 men  and  team  2%  days  ; labor  of  each  man,  $1.25 
a day;  team  $2  a day.  July  13.  Harvested  oats,  same  as  wheat. 
Oct.  1().  Finished  threshing  wheat  and  oats;  cost  of  threshing  oats, 
5 cts.  a bushel;  wheat  6%  cts. ; yield  of  wheat,  21%  bus.  to  an  acre ; 
total  yield  of  oats,  448  bus.  Oct.  12.  Sold  % of  the  oats,  @ .42 ; cost 
of  delivering,  1%  cts.  a bushel.  The  remainder  is  estimated  at  40 
cts.  a bushel*  Yalue  of  oats  straw,  $35.  Oct.  15.  Sold  wheat  @ $1.28 ; 
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cost  of  delivering,  23^  cts.  a bushel.  Value  of  wheat  straw,  5 tons  @ 

$11.50,  $ . The  land  is  valued  at  $150  an  acre. 

Note.— -The  profit  on  the  oats,  after  deducting  the  interest  on  the  value 
of  the  land,  is  $45.24 ; on  the  wheat,  $154.35. 


SET  VI. — BET  AIL  BUSINESS. 

430.  In  the  following  set,  two  books  are  kept,  the  Bay  Boole 
and  Ledger.  The  set  may  be  used  by  mechanics,  retailers,  and 
others,  when  the  business  conducted  is  not  extensive. 

REMARKS. 

431.  In  the  Day  Book  are  entered  all  accounts  requiring  a personal 
debit  or  credit.  If  an  account  recorded  in  the  Day  Book  is  paid  in  full 
on  or  before  the  15th  of  the  month  following,  a marginal  entry  of  the 
payment  is  made,  with  the  date.  See  Art.  435. 

432.  The  unsettled  accounts  of  each  month  are  transferred  to  the 
Ledger  on  the  15th  of  the  succeeding  month. 

433.  No  record  of  cash  sales  is  made,  hence  they  are  not  given  in  the 
following  memoranda.  See  Art.  228. 

Note. — Two  common  errors : (1)  making  an  entry  in  the  ordinary  form 
instead  of  a marginal  entry , when  an  account  not  posted  is  paid ; (2) 
neglecting  to  post,  on  the  15th  of  the  month,  only  the  accounts  of  the  pre- 
ceding month.  Avoid  these  mistakes. 


434.  MEMORANDA, 

Dayton,  Va.,  June  1, 1880.  Began  business  with  Merchandise  on 
hand,  $570,  and  Cash,  $45.50.  There  was  outstanding  against  me  a Note 
for  $250,  in  favor  of  John  Dunlap,  dated  Jan.  1,  payable  1 yr.  after 
date,  with  interest  at  6 %,  payable  semi-yearly.  Sold  J.  B.  Martin  1 
pr.  Men’s  Boots,  $4.50,  and  1 pr.  Children’s  Shoes,  $1.10.  Charged 
William  Johnson  65  cts.  for  repairing  Shoes  for  son.  Bought  of  Henry 
Jonard,  on  %,  1 bbl.  Flour,  $6.50. 

June  2.  Sold  John  Dunlap  2 prs.  Shoes  @ $2.10,  and  charged  him 
75  cts.  for  half-soling  his  B6ots.  J.  B.  Martin,  Dr.  To  repairing  Shoes 
for  children,  .65. 

June  4.  Sold  Henry  Conard  1 pr.  Kip  Boots,  $3.75.  Sold  Miss 
Emma  Williams,  on  % , 1 pr.  Ladies’  Congress  Gaiters,  $2.50.  Received 
of  William  Johnson,  Cash  in  full.  (See  marginal  entry,  Art.  435.) 
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June  5.  Bought  of  Swayne  & Co.,  Bill  of  Leather,  amounting  to 
$65.50.  Charged  Henry  Floyd  with  repairing,  $1.20.  Sold  William 
Johnson  1 pr.  Boots,  $7.50. 

June  8.  Charged  Henry  Conard  with  repairing,  90  cts.,  and  1 pr. 
Boots  for  Hired  Man,  $3.25.  Received  Cash  in  full  of  J.  B.  Martin. 

June  If.  Bought  of  John  Dunlap  2 bus.  Potatoes  @ .75.  Sold  Miss 
Mary  Williams,  1 pr.  Opera  Gaiters,  $3.50.  Charged  Henry  Boyle  for 
repairing  Shoes,  10  cts. 

June  15.  Sent  Swayne  & Co.  a check  for  $30.  Sold  Henry  Conard 
2 prs.  Shoes,  @ $1.60. 

June  19.  Charged  M.  T.  Fraim  with  repairing,  .75.  Henry  Boyle 
paid  for  repairing  Shoes,  June  11.  Sold  John  Dunlap,  on  %,  1 pr.  Fine 
Boots,  $7.50. 

June  23.  Charged  J.  B.  Martin  with  repairing,  .60,  and  1 pr.  Chil- 
dren’s Shoes,  .15. 

June  27.  Bought  of  Swayne  & Co.,  on  <%,  a Bill  of  Leather,  $48.50. 
Bought  of  Tanner  & Son  on 1 case  Shoes,  assorted  as  follows: 
12  prs.  Children’s  Heel  Gaiters,  @ .60,  12  prs.  Children’s  Metallic  Tip 
Shoes  @ .40,  and  12  prs.  Children’s  Cork  Sole  Shoes,  @ .70 ; paid  them 
$15  on  % . 

June  30.  Settled  with  Henry  Conard,  receiving  from  him  Cash  in 
full  for  balance.  Gave  John  Dunlap  credit  for  interest  on  $250  for 
6 mos. 

July  2.  Sold  J.  B.  Martin  1 pr.  Shoes  for  his  wife,  $3.10. 

July  8.  Received  of  the  Misses  Williams,  Cash  in  full  for  amount 
due  on  each  of  their  accts.  (See  Art.  431. ) 

July  lO.  Sold  John  Dunlap,  1 pr.  Kip  Boots  for  son,  $3.25,  and  1 pr. 
Shoes  for  wife,  $2.80.  Sold  M.  T.  Fraim  1 pr.  Fine  Boots,  $8.25. 
Charged  Miss  Emma  Williams,  with  repairing,  .65. 

July  14.  Received  of  Miss  Emma  Williams,  Cash  in  full  of  %. 

July  15.  Received  of  M.  T.  Fraim,  Cash  in  full  of  %.  Sold  Jonas 
T.  Jones  1 pr.  Boots,  $3.75,  and  2 prs.  Children’s  Shoes,  @ .90.  Re- 
ceived of  Henry  Floyd,  Cash  in  full. 


DAY  BOOK  ENTRIES. 

435.  After  opening  the  books  according  to  the  instructions  already 
given,  the  pupils  should  record  the  foregoing  memoranda  as  directed 
in  Art.  431.  The  following  entries  show  the  form  of  record. 
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Note.— "It  will  be  understood  that  the  marginal  entries  are  not  made 
until  the  date  of  payment.  (See  Art.  307.) 


Dayton , Fa.,  June  1 , 1880 . 


3 

Began  Business  as  follows : f 

Merchandise  on  hand , 

570. 

Gash, 

45.50 

615 

50 

3 

Note  due  John  Dunlap  at  1 yr.  from  Jan,  1, 

250 

Paid 

J.  B.  Martin , 

Dr. 

June 

8 

To  1 pr.  Men's  Boots , 

4.50 

1 “ Children's  Shoes , 

Cl 

1.10 

5 

60 

Paid 

William  Johnson , 

Dr. 

June 

4 

To  Bepairing  Shoes  for  Son, 

65 

Paid 

Henry  Conard, 

Cr. 

June 

30 

By  1 bbl.  Flour , 

6 

50 

3 

2 

John  Dunlap, 

Dr. 

To  2 prs.  Shoes,  @ 2.10 

4.20 

half-soling  Boots, 

a 

.75 

4 

95 

Paid 

J.  B.  Martin, 

Dr. 

June 

8 

To  Bepairing  Shoes  for  Children, 

65 

LEDGER  ENTRIES. 

436.  On  July  15,  the  accounts  of  June  that  have  not  been  paid, 
must  be  transferred  to  the  Ledger.  They  are  posted  after  the  Stock 
account,  as  follows  (see  Art.  432) : 


Dr,  John  Dunlap , Cr, 


1880 

June 

2 

To  Sunds., 

3 

U\95 

1880 

June 

11 

By  Pot., 

4 

1 

50 

19 

Boots , 

5 

1 1 

30 

Int ., 

6 

7 

50 
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Dr.  Swayne  So  Go.,  Or. 


1880  1 '1 

1880 

1 

June  15  | To  Cash , 

4 

30 

June 

5 

By  Leather , 

4 

65 

50 

1 ■! 

37 

u 

4 

4 8 

50 

Dr.  William  Johnson , Or. 


1880 

Tune 

5 

To  Boots, 

4 

7 

50 

l 

i 

Dr. 

J . B.  Martin , 

Cr. 

1880 

June 

33 

Tq  Bunds., 

4 

l 

05 

Dr. 

Tanner  So  Son , 

Or. 

1880 

June 

37 

\to  Cash. 

j 

5 1 

i is  i | 

I 1880 
| June 

| 

; \ 

37  \By  Shoes, 

I 

1 5 

| 30\h0 

! ! 

437.  MEMORANDA  ( Continued ). 

July  17.  Received  Cash  in  full  of  J.  B.  Martin’s  %. 

Note.— Enter  in  the  Day  Book,  J.  B.  Martin .,  Cr.,  By  Cash  in  full  for  bill 
of  June  ; and  also  mark  the  account  of  J uly  2 paid. 

Sold  Miller  & Co.,  Millville,  5 prs.  Children’s  Cork  Sole  Shoes  @ .80, 
4 prs.  Men’s  Boots  @ $2.85,  and  6 prs.  Ladies’  Gaiters  @ $2.05;  re- 
ceived of  them  $20  on  %. 

July  20.  Sold  Henry  Johnson  1 pr.  Boots,  $6.50.  Charged  John 
Dunlap  with  repairing  Shoes,  $1.25. 

July  21.  Sold  William  Johnson  1 pr.  Fancy  Slippers,  $3. 

July  22.  Sold  Miss  Emma  Williams  1 pr.  Slippers,  $2.10.  Paid 
Swayne  & Co.,  $50  on  %. 

July  26.  Charged  William  Johnson  with  repairing,  $1.60.  Paid 
Tanner  & Son  in  full  of  amount  due  them. 

July  30.  Bought  of  John  Dunlap,  6 lbs.  Butter  @ .20,  and  2 bus. 
Potatoes  @ .65, 

July  31.  Sold  W.  Taylor  1 pr.  French  Calf  Gaiters,  $6.50. 
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Aug.  2.  Received  Cash  of  William  Johnson  in  full  of  %. 

Aug-.  3.  Sold  Henry  Johnson  1 pr.  Gaiters,  $4. 

Aug.  4.  Sold  John  Dunlap  1 pr.  Carpet  Slippers,  $1.25. 

Aug.  5.  Charged  Miss  Mary  Williams  with  repairing,  .75.  Sold 
Amos  Long  1 pr.  Boots,  pegged,  $4.50. 

Aug.  lO.  Sold  E.  C.  Ayres  2 prs.  Children’s  Shoes,  .45,  .60. 

Aug.  11.  Sold  A.  W.  Hill  1 pr.  Boots,  pegged,  $3.80. 

Aug.  16.  Charged  A.  W.  Hill  with  repairing  Shoes,  .45.  Received 
Cash  of  W.  Taylor  in  full  of  %.  Received  Cash  of  Miss  Mary  Wil- 
liams in  full  of  % . 

Note.— TUe  unpaid  accounts  of  July  must  now  he  posted. 

Aug.  17.  Sold  W.  Taylor  1 pr.  Fancy  Slippers,  $3.50;  repairing,  .60. 
Sold  Miller  & Co.,  Millville,  6 prs.  Fancy  Slippers  @ 2.60,  and  12  prs. 
Carpet  Slippers  @ .75. 

Aug.  18.  Bought  of  Henry  Conard,  1 bbl.  Flour,  $6.25. 

Aug.  19.  Sold  Jonas  T.  Jones  1 pr.  Children’s  Shoes,  $1.10,  and  re- 
ceived from  him  Cash  in  full  of  %. 

Aug.20.  Received  Cash  in  full  of  Henry  Johnson ; also,  of  Amos 
Long. 

Aug.  23.  Repairing  for  John  Dunlap  charged,  $1.50. 

Aug.  24.  Lewis  T.  Cox  bought  on  %,  1 pr.  Boots,  sewed,  $6.50. 

Aug,  26.  Received  Cash  in  full  of  Miller  & Co. 

Aug.  28.  Bought  of  Tanner  & Son,  24  prs.  Fancy  Slippers  @ $1.90, 
and  24  prs.  Carpet  Slippers  @ .60. 

Aug.  30.  Received  of  E.  C.  Ayres,  Cash  in  full  of  %.  Sent  Swayne 
& Co.  a check  for  amount  due  them.  Received  of  John  Dunlap, 
Cash  in  full  of  %.  Collected  Lewis  T.  Cox’s  bill,  and  Miss  Emma 
Williams’s  bill. 

Aug.  31.  Charged  William  Johnson  with  repairing,  $1.05.  Paid 
Henry  Conard,  Cash  in  full. 

Sold  Stock  of  goods,  preparatory  to  closing  business,  at  auction, 
receiving  for  the  proceeds  of  the  sale,  $375.  (See  Art.  433.) 


CLOSING  THE  BOOKS. 

438.  The  books  may  now  be  closed.  The  amount  of  cash  on  hand, 
including  the  proceeds  of  the  sale,  is  $719.18. 

RESULT. 

439.  The  gain  is  shown  by  the  balance-sheet  to  be  $53.08 
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SET  VII.—  WHOLESALE  PEODUCE  BUSINESS. 

440.  In  this  set  the  Day  Book,  Sales  Book,  and  Cash  Book 
are  combined  in  one  book,  called  the  Day  Book.  The  books 
kept  in  the  set  are  the  Day  Book , Ledger , and  Bill  Book . The 
set  presents  a concise  and  satisfactory  method  of  keeping  books, 
which  can  be  used  in  nearly  all  kinds  of  business. 

REMARKS. 

441.  All  business  transactions  are  recorded  in  the  Day  Book  in  the 
order  of  their  occurrence.  Columns  are  added  in  which  to  keep  a 
record  of  cash  transactions.  (See  p.  80.) 

Note  1.  In  the  form  given  in  Art.  446,  the  first  column  contains  all 
entries  except  those  that  are  distinctively  cash.  The  second  column  con- 
tains a record  of  all  cash  received,  and  the  third  column  a record  of  all 
cash  paid. 

Note  2.  The  amount  of  cash  on  hand  is  transferred  from  one  page  to  the 

next  hy  the  following  entries,  in  red  ink : Amount  of  Cash  to  folio  •; 

Amount  of  Cash  from  folio ■.  See  Art.  446. 

442.  Accounts  are  transferred  from  the  Day  Book  to  the  Ledger  and 
the  Bill  Book.  (See  Art.  398,  Note  1.) 

Note  1.  The  number  of  the  Ledger  folio,  or  the  initials  B.  B.,  placed  in 
the  proper  column  (see  Art.  446),  will  indicate  the  book  to  which  the 
account  is  transferred. 

Note  2.  An  account  will  be  kept  in  the  Ledger  with  the  bank  with  which 
the  firm  transacts  business.  See  Art.  199  and  254. 

443.  The  books  should  be  opened  as  previously  described. 

444.  The  practice  of  buying  and  selling  on  strict  conditions  as  to 
time  is  necessary  in  wholesale  business.  It  is  made  a prominent 
feature  of  Set  7. 


445.  MEMOKANDA. 

Trenton,  NT.  J.,  March  1,  1878.  H.  D.  Clark  and  A.  B.  Williams 
egan  business  under  the  firm  name  of  Clark  & Williams.  The  gains 
nd  losses  are  to  be  divided  equally.  H.  D.  Clark  invests  Cash, 
$3000  ; Mdse.,  $6370  ; Personal  Account  against  E.  B.  Jones,  $250  ; Note 
of  Wilson  &Bro.,  at  60  days  from  Feb.  18,  $240.  A.  B.  Williams 
invests  Cash  deposited  in  First  National  Bank,  $2500;  Mdse.,  $5900. 
His  liabilities  are,  a note  at  60  ds*  from  Jan.  14,  in  favor  of  A.  Bice, 
$150  ; Personal  Account,  balance  due  Grover  & Baker,  $200. 

March  1.  Paid  Cash  for  Extra  Labor,  $11.50 ; Porterage,  $13.50. 
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March  2.  Sold  II.  J.  Cummings,  for  Cash,  1 bbl.  Butter,  204 — 24=; 
lbs.,  @ .45,  and  1 keg  Butter,  98 2— 11 2— 2=  lbs.,  @ .38.  Paid 
Cash  for  Safe  $100,  and  2 Desks  @ $15.  Sold  Thompson  & Co.,  on  %y 
1 bbl.  Dried  Apples,  200—17=  lbs.,  @ .12,  and  1 bbl.  Pared  Peaches, 
*189 — 19=  lbs.,  @ .18.  Sold  Plankinton  & Shaw,  on  5 bbls. 

Buckeye  Mess  Pork,  @ $29. 

March  3.  Bought  of  Gifford  & Johnson,  on  % , 20  bags  Clover  Seed, 
3460—20=  lbs.=53%  bus.,  @ $8;  bags,  .62^  ea.  Sold  John  F. 

Anderson  10  bbls.  Family  Flour  @ $10.50,  and  10  firkins  Butter,  1126 
— 164 — 20=  lbs.,  .51,  hauling  to  Wharf,  $1.50  ; received  in  part 

payment  Cash  $400  ; balance  in  10  days.  Paid  Cash  for  Counter,  $25, 
Stove,  $20. 

March  4.  Bought  of  L.  S.  Jennison,  on  %,  100  bags  Timothy  Seed, 
12605—100=  lbs.,=277f§  bus.,  @ $4.50 ; sold  him,  on  %,  20  bbls. 

Beef  Hams,  @ $39.  Sold  B.  J.  Cummings,  on  %,  5 bbls.  Prime  Mess 
Pork,  @ $25. 

Note.— Let  the  Cash  account  he  balanced. 

March  5.  Sold  Durham  & Jones,  on  %,  20  bags  Buckwheat,  20  cwt., 
@ $4.75;  received  of  them  their  draft  on  Williams  & Co.,  X.  Y.,  acc. 
Mar.  2,  at  30  d s.,  $275,  less  discount  at  6 $>,tobe  placed  to  their  credit. 


FORM  OF  ENTRY. 

446.  The  foregoing  memoranda  are  entered  in  the  Day  Book  in  the 
following  form.  The  entries  in  the  L.  F.  column  must  be  made  when 
the  account  is  transferred  to  the  Ledger  or  Bill  Book.  See  note  below. 

Trenton , W.  J".,  March  1 , 1878 . Bee.  Cash , Pd. 


H.  D.  Clark  and  A.  B.  Williams  begin 
business  this  day  under  the  firm  name  of 
Clark  & Williams.  Gains  and  losses  are 
to  be  divided  equally  between  them , as  per 
Agreement. 

8 

Invested  by  H.  D.  Clark  : 

Cash , 8000. 

Mdse.,  per  Invt.,  6370. 

8000 

4 

Account  against  E.  B.  Jones,  250. 

BB 

Note  of  Wilson  & Bro.,  at  60  ds .,  ' 

from  Feb.  18,  2hO. 

Less  dis.  52  ds.,  2.08  237.92 

9857 

92 

Amount  of  Cash  to  folio  4, 

3000 

360 
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Trenton , N.  J”.,  March  1 , 1878. 


3 

5 

3 

BB 

5 

Amount  of  Cash  from  folio  3, 

Invested  by  A.  B.  Williams : 

Deposit  in  First  Nat*  Bank , 2500. 

Mdse.,  per  Invt.,  5900. 

Liabilities  assumed  by  firm : 

Note  at  60  days  from  Jan.  15 , favor  of 
A.  Bice , 150. 

Less  dis.  17  ds.,  .53  1U9.57 

Bal.  due  Grover  & Baker , on  a/c , 200. 

8500 

359 

57 

3000 

Paid  Cash  for  Extra  Labor, 

11.50 

Porterage , 

13.50 

25 

Sold  R.  J.  Cummings,  for  Cash, 

1 bbl.  Butter,  205—35=180  lbs.,  @ .55, 

81. 

1 keg  “ 982—112—^=85  lbs.,  @ .38,  32.30 

113 

30 

Paid  Cash  for  Safe, 

100. 

2 Desks  @ 15. 

u 

SO. 

130 

5 

Sold  Thompson  & Co.,  on  a/c , 

1 bbl.  Dried  Apples , 

200—17=183  lbs.,  @ .12, 

21.96 

1 bbl.  Pared  Peaches, 

189—19=170  lbs.,  @ .18, 

30.60 

52 

56 

6 

Sold  Plankinton  & Shaw,  on  % , 

5 bbls.  “ Buckeye ” Mess  Pork  @ 29, 
3 

155 

6 

Bought  of  Gifford  & Johnson,  on  % 

i, 

20  bags  Clover  Seed, 

3560—20=3550  lbs.=53%  bus.  @ 8. 

5 30. 

20  bags  @ .62%, 

u 

13.50 

553 

50 

6 

Sold  John  F.  Anderson , 

10  bbls.  Family  Flour  @ 10.50, 

105. 

10  firkins  Butter, 

1126—165—30=953  lbs.,  @ .51, 

580.53 

Hauling  to  Wharf, 

1.50 

586 

92 

6 

Received  in  part  pay' t,  Cash, 

5 00 

Bal.  in  10  days. 

Amount  of  Cash  to  folio  5, 

35l3 

1 

30 

~155 
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Trenton , AT.  J March  3 , 


Amount  of  Cash  from  folio  4. 

3513 

30 

155 

Paid  Cash  for  Counter,  25. 

Stove,  30. 

45 

7 

Bought  of  L.  S.  Jennison,  on  %, 

100  bags  Timothy  Seed, 

12605—100=12505  lbS.=277\\  bus . @ 4 .50 

1250 

50 

7 

Sold  him , on  a/c , 

20  bbls.  Beef  Hams,  @ 39. 

780 

7 

Sold  R.  J.  Cummings,  on  % , 

5 bbls.  Prime  Mess  Pork,  @ 25. 

125 

Balance  of  Cash  on  hand, 

3313 

35l3 

30 

3513 

Balance  of  Cash  on  hand, 
: 5 

3313 

30 

7 

Sold  Durham  & Jones,  on  % , 

20  bags  Buckwheat,  20  cwt.,  @ 4.75 

95 

7 

Received  of  them  their  draft  on  Williams 

BB 

& Co.,  N.  Y.,  acc.  Mar . 2,  at  30  ds .,  275. 

Less  dis.  for  30  ds.,  1.38 

273 

62 

Note.— The  personal  accounts  included  in  the  resources  and  liabilities  of 
the  partners  are  not  entered  separately  (as  in  Set  3 ),  but  are  transferred  to 
the  Ledger  from  the  entries  of  the  resources  and  liabilities. 


447.  MEMORANDA  ( Continued ). 

March  5.  Sold  Thompson  & Co.,  on  %,  5 bbls.  Tallow,  1245 — 115= 
lbs.  @ .12.  Sold  Clarke,  Holmes  & Co.,  on  their  note  at  60  days, 
with  Interest  added,  5 tierces  Leaf  Lard,  16032 — Tare  17  =13307  lbs., 

(5)  .19.  (Face  of  note,  $2554.87.) 

March  7.  Sold  James  Johnson  & Co.,  for  Cash,  1 bbl.  Beans,  220 — 
20=  lbs.=3Jf  bus.,  @ $2.  Sold  N.  F.  Myers,  for  Cash,  10  bags 
Flaxseed,  1208—10=  lbs.=21§§  bus.,  @ $3.10,  2 bags  Clover  Seed, 

346—2=  lbs.  =5%  bus.,  @ $8,  and  12  bags  @ .62)^,  $116.82.  Pd. 
C.  Walker  Cash  for  100  bbls.  Flour  @ $10  ; paid  Drayage,  $10. 

11 
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March  8.  Sold  Plankinton  & Shaw,  10  boxes  D.  S.  Shoulders,  4140 
—41=  lbs.,  @ .13  ; received  tlieir  note  at  30  ds.,  $400,  and  Cash  to 
balance  % $277.87. 

March  9.  Sold  Cattell  & Hinchman,  on  their  Note  at  60  days,  100 
bbls.  Superfine  Flour,  “Spray  Mills,”  @ J$7.50  ; Storage  1 month,  $6  ; 
Coopering,  $3  ; Insurance,  % %,  $0.94  ; and  Hauling  to  wharf,  $6. 

Note.— The  face  of  the  note  is  $765.94. 

March  IO.  Accepted  Gilford  & Johnson’s  Draft  on  us  in  their  favor, 
at  30  days  from  date,  March  3,  for  amount  due.  (D:  B.,  B.  B. ) H.  D. 
Clark  takes  on  private  Cash,  $100.  (See  Art.  382.)  Sold  Walls  & 
Hays,  for  Cash,  5 bbls.  Tallow,  1245—115=  lbs.,  @ .12. 

March  12.  Sold  J.  Kobinson,  for  Cash,  10  bbls.  Eggs,  706 — 30= 
doz.,  @ .32,  Barrels  25  cents  each,  and  2 kegs  Butter,  197 — 23 — 4= 
lbs.,  @ .40.  Sold  Samuel  Belden,  on  his  Note  at  30  days,  with  interest 
added,  10  bbls.  “Bump”  Pork,  @ $22,  and  5 bbls.  “Neck”  Pork,  @ 
$19.50.  (Face,  $319.25.)  A.  B.  Williams  takes  on  private  %,1  keg 
“ Glades  ” Butter,  69 — 9 — 1=  lbs.,  @ .30,  and  also  Cash,  $32.30.  (See 
Art.  382.)  Beceived  of  E.  B.  Jones,  Cash,  $150,  and  his  Note  at  30 
days  to  balance  a/c  • 

March  13.  Sold  Baird  & Co.,  for  Cash,  151  lbs.  Beeswax,  @ .45,  and 
5 bbls.  Prime  Mess  Pork,  @ $25.  Paid  Grover  & Baker,  on  a/c , per 
Check  on  First  Nat.  Bank,  $100.  (See  Art.  442,  Note  2.) 

March  14.  Sold  Sloan  & Stewart,  on  their  Note  at  30  days,  10  bbls. 
High  Wines,  containing  410  gals.,  45%  above  proof,  410+1 84>£= 
gals.,  @ $2.25.  (Face  of  note,  $1337.63.) 

March  15.  Sold  C.  Ellwood,  for  Cash,  5 bags  Feathers,  321 — 9=312 
lbs.,  @ .71.  Bought  of  Young,  Moore  & Co.,  on  %,  10  bbls.  Eggs, 
706 — 30=  doz.,  @ .30,  Barrels,  $2.50.  Bought  of  Jones  & Co.,  per 

Check,  24  bbls.  Flour,  @ $10.  Wilson  & Bro.  have  discounted  for  us 
their  Note  of  Feb.  18,  and  paid  the  proceeds  in  Cash.  (Dis.,  38  days.) 

Note.— Balance  of  Cash  on  hand,  $3797.51. 

March  IT.  Sold  Moore  & Smith,  on  %,  10  bbls.  Extra  Family  Flour, 
“Golden  Sheaf,”  @ $12,  and  5 bbls.  Prime  Mess  Pork,  @ $25.  Paid 
A.  B.  Williams’s  Note,  due  this  day. 

March  19.  Sold  E.  S.  Perkins,  for  Cash,  5 bbls.  Prime  Mess  Pork, 
@ $25,  and  1 bbl.  Flour,  $12.50. 

March  20.  Bought  of  John  Cornwall,  Store  and  Lot  for  $9000  ; paid 
$2500  in  Cash,  and  gave  a Mortgage  for  balance,  payable  in  one  year, 
with  interest  at  6%.  (D.  B.,  B.  B.) 
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March  21.  Paid  Wilson,  Lyon  & Co.,  $150,  by  Check,  for  Rent  of 
Store  to  March  31,  when  onr  Lease  expires.  Received  from  J.  Monroe, 
New  York,  to  be  sold  on  his  % and  risk,  1000  bus.  Corn,  and  1000  bus 
Rye  ; paid  Freight,  $200. 

Note.— Enter  in  the  Day  Book  as  follows : 

Received  from  J.  Monroe , N.  Y.,  to  be  sold  on  his  a/c  and  risk , 

1000  bus.  Corn , 

1000  u Rye. 

Paid  Freight  in  Cash , 200. 

Open  an  account  in  the  Ledger  with  Monroe's  Consignment , and  post  to 
the  Dr.  side  of  it,  To  Cash , $200. 

March  22.  Paid  Drayman  in  full  to  date,  $15.  Bought  of  Alex. 
Jeffries  & Son,  on  our  Acceptance  at  60  days,  in  favor  of  Wood  & 
Powell,  50  bbls.  “Union  Mills”  Flour,  @ $11. 

March  25.  Shipped  to  Peck  & Bliss,  Baltimore,  to  be  sold  on  our 
% and  risk,  140  bbls.  Family  Flour  @ $9,  and  140  bbls.  “Union 
Mills”  Flour  @ $11;  paid  Cash  for  Expenses,  $35. 

Note.— Enter  in  the  Day  Book  as  follows : 

Shipped  to  Peck  & Bliss , Balt.,  to  be  sold  on  our  % and  risk, 

11+0  bbls.  Family  Flour , @ 9.  1260. 

11+0  “ “ Union  Mills,"  @ 11.  151+0. 

Paid  Cash  for  Shipping  Expenses,  35.  2835. 

Open  an  account  in  the  Ledger  with  Shipment  to  Baltimore,  and  post  to 
the  Dr.  side  of  it,  To  Sundries,  $2835. 

March  26.  Sold  Samuel  Holbrook,  on  his  Note  at  30  days,  1000  bus. 
Corn  (Monroe’s  Consignment),  @$1.50.  (See  Note  1.)  Paid  Cash 
for  Advertising,!  7.50.  Paid  John  Thomas  one  month’s  Salary  to  31st 
inst.,  per  Check,  $100,  and  also  paid  Henry  Parker  one  month’s  Salary 
to  date,  Cash,  $60.  (See  Note  2.)  Bought  of  Brice  & Co.,  30  bbl^. 
Flour  @ $10 ; paid  them  Draft  of  Durham  & Jones  on  Williams  & Co., 
received  the  5th  inst.,  and  Cash  to  balance,  $25. 

Note  1.  The  first  account  of  March  2 (» is  entered  as  follows : 

Sold  Samuel  Holbrook,  on  his  Note  at  30  days , 

1000  bus.  Corn  ( Monroe's  Con.),  @ 1.50. 

Tost  the  amount  to  the  Cr.  side  of  Monroe's  Consignment  account. 

Note  2.  No  accounts  need  be  opened  in  the  Ledger  with  John  Thomas 
and  Henry  Parker. 

March  27.  Sold  Bennett  & Co.,  for  Cash,  1000  bus.  Rye  (Monroe’s 
Con.),  @ $1.25.  Deposited  in  Bank,  $800.  Closed  Monroe’s  Con- 
signment and  rendered  him  an  Account  Sales.  Our  charges  not 
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already  entered  are,  Commission,  2 y2  <j0,  Insurance,  % % of  Sales; 
Storage  and- Advertising,  $20.  J.  Monroe’s  Net  Proceeds  due  by  equa- 
tion April  15. 

No^e.— Enter  the  last  transaction  in  the  Day  Book  as  follows : 

Closed  Monroe's  Consignment  and  rendered  him 
an  Account  Sales. 

Charges:  Com.,  2%%  on  $2750,  

Insurance,  

Storage  and  Adv.,  20. 

Net  Proceeds  due  J.  Monroe  by  eq.  Apr.  15.  21+57.81  2550. 

Post  the  whole  amount  to  the  Dr.  side  of  Monroe's  Consignment,  and  the 
net  proceeds  to  the  credit  of  J.  Monroe. 

March  30.  Paid  for  Cartage  and  extra  Labor  in  removing  goods, 
fixtures,  etc.,  to  new  Store,  Cash  $56.  Sold  Drayman  1 bbl.  Flour  for 
Cash,  $10.50. 

March  31.  Exchanged  Notes  with  Ghas.  Sanford  for  mutual  ac- 
commodation, each  for  $1000,  dated  April  1,  and  payable  30  days  after 
date  at  First  National  Bank.  (D.  B.,  B.  B.) 

Note  1.  Chas.  Sanford’s  note  to  us  is  a bill  receivable , and  our  note  to 
him  is  a bill  payable. 

Note  2.  Balance  of  Cash  on  hand,  $1347.01. 

April  1.  Sold  James  Carlton  300  bus.  Barley  @ $1.12 y2  ; received 
Cash,  $200;  balance  on  %.  The  First  National  Bank  has  discounted 
for  us  Chas.  Sanford’s  Note  of  this  date  for  $1000 ; Discount  31  days, 
$ ; proceeds  to  our  credit. 

Note. — As  we  have  an  account  in  the  Ledger  with  the  Bank,  it  should 
be  debited  with  the  proceeds  of  the  note. 

April  3.  Bought  of  Alex.  Jeffries  & Son,  on  our  acceptance  at  30 
days,  favor  of  Wood  & Powell,  50  bbls.  “Union  Mills”  Flour,  @ $11. 
Sundry  Expenses,  per  Petty  Cash  Book,  $37.86. 

April  4.  Paid  John  Monroe,  in  full  of  account  due  the  15th  inst.,  as 
follows : Gave  him  Samuel  Holbrook’s  Note  of  the  26th  ult.,  for  $1500, 
less  Discount  for  days ; Cash  for  balance,  less  discount  on  the 
amount  due  him  for  11  days. 

Note. — Day  Book  entry : 

Paid  J.  Monroe  in  full,  as  follows  : 

Samuel  Holbrook's  Note  of  26th  ult.,  1500. 

Less  dis.  for  — days,  

Cash,  959.30 

Discount  allowed  for  payment  of  % 

11  days  before  due , 


21+57.81 
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April  5.  Paid,  per  Check,  Gifford  & Johnson’s  Draft  accepted 
March  10. 

April  6,  Received  of  Peck  & Bliss,  Baltimore,  an  Account  Sales  of 
Mdse,  shipped  them  the  25th  ult.  Our  Net  Proceeds,  $3150,  remitted 
per  Sight  Draft  on  Girard  Bank,  deposited  in  First  National  Bank. 

Note. — This  amount  must  be  posted  to  the  Or.  side  of  Shipment  to  Balti- 
more account,  and  tlie  Dr.  side  of  the  bank  account. 

April  7.  H.  D.  Clark  takes  from  store,  on  private  %,  1 bbl.  Flour, 
$12.  Small  Cash  Sales  this  day,  per  Drawer  Tickets,  $35.62. 

April  9.  Received  from  Moore  & Smith,  in  full  of  %,  their  Draft  at 
10  days’  sight,  on  Bacon  & Rogers,  New  York,  and  deposited  the  same 
in  Bank  for  collection.  (D.  B.,  B.  B.) 

Note.— Do  not  charge  the  bank  for  the  draft  until  the  collection  is  made. 

April  JO.  Bought  of  D’Olier  & Carrick,  afloat  on  Boat  “Tioga,” 
100  hbls.  “ McCandless  Mills  ” Flour,  @ $10.50  ; paid  per  Check.  Sold 
the  same,  delivered  on  the  boat,  to  Cattell  & Hinchman,  on  % at  5 
days,  @ $11.  Deposited  in  Bank  for  collection  Notes  of  Samuel 
Belden  and  E.  B.  Jones,  $319.25,  and  $100.  Collected  Plankinton  & 
Shaw’s  Note,  due  this  day. 

April  12.  Paid  L.  S.  Jennison  in  full,  per  Check.  Received  of 
Smith  & Co.,  for  Storing  Goods,  $20.  Received  of  John  F.  Anderson, 
Cash  in  full  of  % . 

April  15.  Samuel  Belden’s  Note  was  paid  yesterday  at  Bank,  and 
the  amount  passed  to  our  credit.  E.  B.  Jones’s  Note  was  returned 
protested  for  non-payment,  and  the  Notary’s  fees,  $2.25,  were  charged 
by  the  hank  to  our  account.  Received  of  Cattell  & Hinchman,  for 
Bill  of  Flour  sold  them  the  10th  inst.,  Cash,  $500,  and  their  Note, 
payable  30  days  after  date,  with  interest,  to  balance. 

Note.— Balance  of  Cash  on  hand,  $1692.39. 

April  16.  Collected  Sloan  & Stewart’s  Note  of  14th  ult. 

April  18.  Bought  of  Haydock  & Gill,  New  York,  on  %,  at  10  days, 
12  bbls.  High  Wines,  containing  540  gals.,  45  % above  proof,  =540+ 
243,  @ $2.25,  ($1761.75.)  Shipped  the  same  to  Damon  & Co.,  Boston, 
to  be  sold  on  our  account  and  risk  ; Insurance  and  Shipping  Expenses 
paid  in  Cash,  $22.50. 

Note.— In  Ledger:  Shipment  to  Boston , Dr.  To  Sunds.,  $178U.25. 

April  21.  Moore  & Smith’s  Draft  for  $245,  left  at  Bank,  has  been 
collected,  and  the  amount,  less  % % for  collection,  passed  to  our  credit. 

April  24.  E.  13.  Jones  “takes  up”  his  Note,  which  was  protested 
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the  14tli  inst.,  paying  ns  the  ain’t  of  the  Note,  Notary’s  fees,  and 
Interest  for  10  days,  in  Cash,  $102.42. 

April  28.  Paid  Young,  Moore  <fc  Co.,  in  full,  per  Check. 

April  30.  Thompson  & Co.  have  accepted  and  returned  to  us  our 
Draft  on  them  at  10  days,  to  the  order  of  ourselves,  to  balance  their  %. 

N ote.— Balance  of  Cash  on  hand,  $3109.94. 

May  1.  Received  of  Damon  & Co.,  Boston,  an  Account  Sales  of 
High  Wines  shipped  them  the  18^  ult.  ; our  Net  Proceeds,  due  May 
15,  $1847.50.  Also  received  from  them  an  Invoice  of  200  bbls.  Apples, 
shipped  to  us  by  Steamship  Saxon,  per  our  Order,  @ $2  per  bbl. 

Note. — Charge  Damon  & Co.  with  the  proceeds  of  the  shipment,  and 
credit  them  with  the  price  of  the  apples.  Credit  Shipment  to  Boston  with 
the  proceeds  of  the  shipment. 

May  4.  Our  Note, favor  of  Chas.  Sanford,  was  yesterday  paid  at  the 
First  Nat.  Bank,  and  charged  to  our  account. 

May  5.  The  Steamship  Saxon  has  arrived,  with  200  bbls.  Apples  on 
board  for  us  ; paid  the  Freight,  $100.  Deposited  in  Bank  for  collection 
Clarke  & Holmes’s  Note  of  March  5. 

May  6.  Sold  Maxwell  & Co.,  on  %,  10  bbls.  “ Wilson  ” XX  Flour? 
@ $9  ; also  200  bbls.  Apples,  delivered  from  the  “ Saxon,”  @ $3.  Sold 
for  Cash  50  bbls.  “Union  Mills”  Flour,  @ $11.50.  Deposited  in 
Bank  $1000. 

May  T.  Clarke  and  Holmes’s  Note  has  been  paid  at  Bank,  and  the 
amount  passed  to  our  credit,  $2554.87. 

May  8.  We  have  this  day  determined  to  close  up  our  business  as 
soon  as  it  can  be  conveniently  done,  and  have  concluded  to  sell  our 
stock  of  goods  at  auction,  and  the  Store  and  Lot  at  private  sale.  All 
debts  due  the  concern  are  to  be  collected  as  far  as  practicable,  and  all 
outstanding  obligations  paid.  Each  partner  is  then  to  take  his  share 
of  the  capital,  and  the  partnership  is  to  be  dissolved. 

Note. — The  foregoing  statement  should  be  entered  in  the  Day  Book. 

May  9.  Paid  Cash  for  printing  Posters  for  Auction  Sale,  $5 ; Advertis- 
ing, “Bulletin,”  $3,  “Ledger,”  $4.  Paid  our  Acceptance  of  Alex.  Jeff- 
ries & Son’s  Draft  of  April  3,  per  Check.  Drew  our  Draft  on  Damon 
& Co.,  Boston,  payable  6 days  after  this  date,  for  amount  owed  by  them, 
$1447.50,  which  the  First  National  Bank  has  discounted,  paying  us  the 
amount  in  cash,  less  Exchange  and  Discount,  10  days. 

May  11.  Paid  Grover  & Baker,  Cash  in  full  of  %.  Collected  CatteU 
& Hinchman’s  Note  of  March  9. 
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May  13.  Collected  Thompson  & Co’s.  Acceptance  of  the  30th  nit. 

May  15.  Sold  our  entire  Stock  of  Mdse,  this  day  at  auction  for  Cash, 
the  avails  of  the  sale  being  $5375. 

Note.— Balance  of  Cash  on  hand,  $10245.32. 

May  18.  Sold  Store  and  Lot,  including  fixtures,  to  Boker  & Cald- 
well, for  $2000  Cash,  they  assuming  to  pay  the  Mortgage  upon  the 
same  for  $6500.  Received  Cash  for  Cattell  & Hinchman’s  Note  of  15th 
ult.,  $600,  and  Interest. 

May  20.  Remitted  Haydock  & Gill,  to  balance  their  %,  a Draft 
purchased  of  Drexel  & Co.,  per  Check  on  First  National  Bank,  at  % 
<jc  premium. 

May  21.  The  account  against  James  Carlton  being  considered 
“doubtful,”  H.  D.  Clark’s  offer  to  take  it  from  the  firm  at  50  % of  its 
amount  is  accepted,  and  he  is  charged  $68.75. 

Note.— Day  Book  entry  : 

Transferred  to  H.  D.  Clark,  for  50  <f0  of  its  amount, 

James  Carlton's  % of  $137.50,  68.75. 

This  amount  ($68.75)  must  he  posted  to  the  debit  side  of  H.  D.  Clark’s 
private  %,  and  the  credit  side  of  James  Carlton’s  %. 

May  22.  Collected  from  Maxwell  & Co.,  the  amount  of  our  account 
against  them,  allowing  them  5 % discount  for  immediate  payment. 

May  23.  Received  of  R.  J.  Cummings,  Cash  to  balance  account. 

May  24.  Paid  Durham  & Jones,  in  full  of  %.  Paid  our  acceptance 
of  Alex.  Jeffries  & Son’s  Draft,  due  this  day,  per  check. 


CLOSING  THE  BOOKS. 

448.  As  all  outstanding  accounts  are  now  settled,  and  everything 
converted  into  cash,  the  books  should  be  closed  to  ascertain  what 
each  partner  is  entitled  to. 

449.  Each  shipment  account  in  the  Ledger  should  be  closed  by 
entering  in  red  ink,  on  the  debit  side,  the  difference  of  the  debits  and 

credits,  thus  : To  Gain , $ , and  summing  the  columns.  The  gain 

on  the  Shipment  to  Baltimore  is  $315  ; the  gain  on  the  Shipment  to 
Boston  is  $63.25.  Janies  Carlton’s  account  in  the  Ledger  should  be 
closed  with  the  entry  : By  Loss , $68.75.  See  Art.  348. 

450.  The  balance  of  Cash  on  hand  is  $13450.50.  The  balance  on 
deposit  in  bank  is  $4938.64. 
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BA  L A NCE-SHEET. 

451.  The  Balance-sheet  should  be  made  as  follows  : 


Balance-sheet , May  2k,  1878. 


Resources : 
Deposit  in  F.  N.  B, 

Cash  on  hand, 

Net  Inv.  of  H.  D.  Clark , 

“ A.  B.  Williams, 

Gain, 

H.  D.  Clark's  share, 

A.  B.  Williams's , “ 


U938.6k 
13k50.50 
~~9677.17 
8000.  k3 

355.77 

355.77 


18389 

17677 


lk 


60 


7115k 


Note.— See  note  under  Art.  332,  8. 

FINAL  DAY  BOOK  ENTRIES. 

452.  After  the  gain  is  posted,  the  following  Day  Book  entries  should 
be  made : 

Trenton , N.  May  2^  1878. 


H.  D.  Clark , upon  the  closing  of  the  bus- 
iness, withdraws  the  following  as  his  Net 
Investment : 

Check  on  First  Nat.  Bank,  kOOO 

Cash,  6032.9k 


A.  B.  Williams,  upon  the  closing  of  the 
business,  withdraws  the  following  as  his 
Net  Investment  : 

Check  on  First  Nat.  Bank,  938.6k 

Cash , 7kl7.56 


10032 


8356 


9k 


6032 


7k  17 


9h 


56 


FINAL  LEDGER  ENTRIES. 

453.  The  foregoing  Day  Book  entries  must  he  posted,  and  the  bank 
account  and  the  partners’  accounts  closed. 

Note.— For  the  Review  Questioris  for  this  section,  see  page  170. 


REVIEW  QUESTIONS. 
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Review  Qwestions.-Scction  I. 

1.  What  books  are  used  in  Single  Entry?  2.  How  are  they  classed?  3. 
Shite  the  rule  with  relation  to  erasures  and  interlineations.  4.  Penman- 
ship 5.  The  use  of  capital  letters.  6.  Titles.  7.  Punctuation.  8.  Redink. 

9.  What  is  the  Day  Book  used  for?  10.  How  are  purchases  recorded? 
11.  Sales  ? 12.  When  are  cash  transactions  recorded  in  the  Day  Book  ? 

13.  Transactions  by  note  or  draft?  14.  How  is  the  bank  account  some- 
times kept  (199)?  15.  State  the  rule  for  determining  when  to  debit  and 
when  to  credit.  16.  How  is  the  Day  Book  ruled  ? 17.  Illustrate  the  various 
forms  of  entry. 

18.  What  is  the  Ledger  used  for?  19.  From  what  books  are  accounts 
posted?  20.  How  is  the  Ledger  ruled ? 21.  Describe  Posting.  22.  How  are 
the  postings  tested?  23.  How  are  Ledger  accounts  closed?  24.  State  the 
rule  for  erasures.  25.  Describe  the  Index.  26.  Illustrate  the  form  of  entry 
in  the  Ledger. 

27.  State  the  use  of  the  Cash  Book.  28.  Describe  the  forms  of  keeping 
the  cash  account.  29.  The  rule  for  entering  transactions.  30.  Balancing. 
31.  How  are  accounts  transferred?  32.  How  should  errors  be  corrected  ? 
33.  Describe  the  auxiliaries  to  the  Cash  Book.  34.  Illustrate  the  forms  of 
entry. 

35.  Describe  the  manner  of  keeping  a set  of  books,  composed  of  the  Day 
Book,  Ledger,  and  Cash  Book.  36.  In  which  books  should  a cash  transac- 
tion requiring  a personal  debit  or  credit  be  entered  ? 37.  How  may  a Cash 
account  be  kept  in  the  Ledger?  38.  How  is  cash  in  bank  recorded? 

39.  What  is  the  Bill  Book  used  for?  40.  How  are  notes  and  bills  entered? 
41.  Can  the  Bill  Book  be  dispensed  with? 

42.  What  is  the  Sales  Book  used  for?  43.  To  what  books  are  the  ac- 
counts transferred  from  the  Sales  Book  ? 44.  Illustrate  the  form  of  entry. 

45.  Describe  the  use  of  the  Invoice  Book.  46.  Of  what  do  the  entries 
consist?  47.  Describe  the  use  of  the  Bank  Book.  48.  The  Check  Book. 
49.  The  Receipt  Book.  50.  The  Index  Book.  51.  The  Letter  Book.  52.  The 
Time  Book.  53.  The  Memorandum  Book.  54.  Are  any  other  books  kept? 

55.  What  determines  the  number  of  books  to  be  kept,  and  the  manner 
of  keeping  them  ? 56.  What  should  be  done  with  books,  when  filled  ? 


Review  Questious.-Sectioii  II. 

1.  What  is  meant  by  opening  a set  of  books  9 2.  What  is  the  first  step 
taken  in  opening  a set  of  books  (303)  ? 

3.  Describe  aiid  illustrate  the  method  of  opening  the  Day  Book  (Single 
Entry)  in  business  conducted  by  one  person ; in  partnership  business. 

4.  The  Ledger.  5.  The  Cash  Book.  6.  The  Bill  Book.  7.  The  Sales  Book. 

5.  Other  books. 
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9.  What  is  meant  by  closing  a set  of  books?  10.  What  is  the  object? 
11.  When  are  books  generally  closed?  12.  How  are  entries  made  alter 
closing  ? 

13.  What  is  a Balance-sheet?  14.  What  is  its  object?  15.  State  the  form 
of  ruling.  16.  The  entries.  17.  How  is  the  net  capital  or  net  insolvency 
found ?‘r  18.  The  gain  or  loss?  19.  Illustrate. 

20.  Describe  and  illustrate  the  method  of  closing  a set  of  Single  Entry 
books  in  business  conducted  by  one  person.  21.  In  partnership  business. 

22.  What  entries  are  necessary  upon  the  admission  of  a partner? 
23.  Upon  the  withdrawal  of  a partner?  24.  Upon  changing  the  nature  ot 
the  partnership  ? 25.  Upon  the  dissolution  of  the  partnership  ? 

26.  When  should  a private  account  be  kept  with  the  owner  of  a busines 
(338)  ? 27.  In  closing  a set  of  books,  how  is  it  disposed  of?  28.  How  should 
bad  debts  be  disposed  of  (340,  341)  ? 29.  Should  private  accounts  be  kept 
with  the  members  of  a firm  (382)  ? 30.  How  should  these  accounts  be 

treated?  31.  How  should  the  unequal  investments  of  partners  be  ad- 
justed? 32.  Unequal  withdrawals  of  money  or  goods?  33.  In  closing  a 
set  of  books,  how  are  these  accounts  disposed  of? 


Review  Questions.— Section  III. 

1.  Describe  the  method  of  recording  business  transactions  when  but 
one  book  is  used.  2.  Describe  the  two  forms  of  keeping  an  account.  3.  By 
whom  may  this  method  be  used  ? 4.  Could  an  extensive  business  be  re- 
corded in  this  way? 

5.  What  are  “special”  accounts?  6.  Describe  the  manner  of  keeping 
special  accounts.  7.  To  whom  may  the  keeping  of  these  accounts  be  of 
advantage?  8.  In  what  way  do  these  accounts  differ  from  those  in  Set  5? 

9.  Describe  the  method  of  recording  business  transactions  when  two 
books  are  used,  as  shown  in  Set  6.  10.  When  are  the  Day  Book  entries 
posted  in  this  set  ? 11.  If  an  account  is  paid  before  the  time  for  posting, 
what  entry  is  made  ? 12.  In  what  kinds  of  business  can  this  set  be  advan- 
tageously used?  13.  Are  there  any  other  ways  of  keeping  accounts  with 
two  books  (see^Vrt.  228)? 

14.  What  books  are  used  in  Set  7?  15.  Describe  the  use  of  the  Day  Book. 
16.  Why  is  a Cash  Book  not  needed?  17.  To  what  books  are  accounts 
transferred  from  the  Day  Book  ? 18.  How  is  the  cash  account  transferred 
from  one  page  to  another  ? 19.  How  balanced  ? 20.  In  what  kinds  of  bus- 
iness can  this  set  be  advantageously  used  ? 21.  Can  any  other  modifica- 
tions be  made  in  the  manner  of  keeping  books? 


PART  III. 


DOUBLE  ENTBY. 


SECTION  I. 

BOOKS  USED  IK  DOUBLE  ENTRY. 


SECTION  II. 

OPENING  AND  CLOSING  BOOKS. 


SECTION  III. 

MISCELLANEOUS  SETS. 


SPECIAL  SUGGESTIONS. 


1.  In  teaching  the  nse  of  the  Day  Book  (or  Journal),  it  is  necessary  to 
make  clear  to  the  pupil : 

1.  The  rules  for  journalizing  (Art.  461). 

2.  The  forms  of  journal  entries  (Art.  463). 

3.  The  manner  of  entering  a description  of  the  transaction  (Art  469). 

4.  The  combination  of  these  three  steps  in  recording  a business 
transaction  (Art.  469). 

Let  th£se  steps  be  explained  and  illustrated  by  the  teacher.  The  black- 
board may  be  profitably  used  for  this  purpose. 

2.  The  suggestions  made  in  Note  2,  Art.  459,  should  be  closely  followed. 
Drill  upon  each  rule  (Art.  451)  until  the  pupil  understands  it. 

3.  The  following  rule  for  journalizing  is  sometimes  given:  Debit  what 
comes  in;  credit  what  goes  out. 

This  rule  is  not  so  satisfactory  as  the  one  stated  in  Art.  462;  but  some 
teachers  may  prefer. 'to.  us>‘  it  in  connection  with  that  one. 

4.  “Make  haste  slowly’’  in  teaching  the  use  of  the  Day  Book.  Time 
well  spent  here  is  saved  elsewhere. 

5.  See  Special  Suggestionsi  page  80. 


USE  OF  BLANK  BOOKS. 


Four  Blank  Books  are  prepared  for  writing  the  sets  in  Double  Entry 
("see  page  2).  They  are  marked  JSo . 1,  No.  2,  No.  3 , and  No.  4.  The  accom 
panying^  table  indi- 
cates the  books  to  be 
used  for  each  set,  and 
gives  the  number  of 
pages,  of  twenty-eight 
lines  each,  required. 

The  additional  col- 
umns required  to 
keep  some  of  the 
books  according  to 
the  forms  given  in 
this  work,  must  be 
ruled  by  the  pupils 
in  their  blank  books.  In  beginning  each  set,  the  first  right  hand  page  not 
written  on  may  be  taken  as  page  one. 


Sets. 

No.  1. 

No.  2. 
Ledger. 

No.  3. 

No.  4.  | 
B.  B. 

Set  1. 

| 

8* * * § 

D.  B.,  10 

Set  2. 

D.  B.,  16 

14  t 

C.  B.,  6 

4 

Set  3. 

D.  B.,  16 J 

14  || 

4 

Set  4. 

D.  B.,4 
I.  B.,  4 

10(3) 

C.  B.,  6 
S.  B.,  6 

4 

Set  5. 

D.  B.,  24 

18  § 

C.  B.,10 

* Let  Mdse,  and  Cash  have  mr>  Ledger  page  each,  Expense  two-tliirds  ot 
a page,  and  the  other  accounts  one-i  bird  of  a page  each. 

+ Ltd  Cash  and  Balance  have  one  page  each,  Stock , Mds$.,  and  Bills  tier. 
On  -half  of  a pa  e each,  and  each  r<  niainin.v  account  one-third  of  a page. 
X The  last  pages  of  Book  No.  1 are  ruled  for  the  Day  Book  of  Set  3. 

j!  Let  the  two  partners’  accounts.  Bank , Stocks  and  Bonds , B.  Reo .,  B. 
Pay.,  and  Profit  and  Boss , have  one-lialf  of  a page  each,  Balance  two-thirds 
of  a page,  and  the  remaining  accounts  one-third  of  a page  each. 

§ Let  the  accounts  of  First  Nat.  Bank  and  B.  Rec.  have  one  page  each , 
Cash , Mdse.,  Int.  and  Dis .,  and  B.  Pay.  one-half  of  a page  each  ; and  the 
remaining  accounts  one-third  of  a page  each. 

(172) 


SECTION  I. 

BOOKS  USED  IN  DOUBLE  ENTRY. 


HE  books  used  in  Double  Entry  are  the  Day  Booh  (or  Jour* 


nal ),  Ledger , Cash  Book , Bill  Book , Invoice  Book , 

.Boofc,  etc. 

Note  1.  A separate  book  called  the  Journal  is  also  sometimes  used ; its 
object  is  to  arrange  the  entries  of  the  Day  Book  in  proper  form  for  post- 
ing. It  is,  however,  not  needed,  as  the  Day  Book  can  be  so  kept  as  to 
dispense  with  it. 

Note  2.  The  Day  Book,  as  used  in  this  work,  is  called  by  many  authors 
the  Journal  Bay  Book,  and  by  others,  the  Journal.  In  business  it  is  called 
either  the  Day  Book  or  the  Journal. 

Note  3.  See  Art.  182  to  192  inclusive.  (See  also  Sug.  4,  page  80.) 


455.  The  pupil  having  become  familiar  with  the  subject  of  Single 
Entry  Book-keeping,  is  now  ready  to  begin  the  more  difficult  study 
of  Double  Entry.  The  following  pages  are  intended  as  a short  course 
in  Double  Entry,  to  be  studied  after  Single  Entry  is  well  understood. 
Many  of  the  forms,  explanations,  etc.,  already  given,  belong  to  Double 
Entry  as  well  as  to  Single  Entry ; and,  as  the  pupil  is  supposed  to  be 
familiar  with  them,  they  need  not  be  repeated.  It  will  therefore  be 
understood  that  only  such  remarks,  forms,  etc.,  as  are  necessary  to  ex- 
plain or  illustrate  the  features  peculiar  to  Double  Entry,  will  be  given. 


456.  The  use  of  several  of  the  books  needed  in  Double  Entry 
will  be  explained  in  this  section,  and  the  pupil  will  be  required, 
* as  in  Single  Entry,  to  write  the  memoranda  given,  in  his  blank 
books,  thus  forming  Sets  of  Books . The  first  set  is  designed  to 
show  the  use  of  the  Day  Book  (or  Journal ),  and  Ledger . 


REMARK. 


SET  I.— DETAIL  BUSINESS. 


(173) 
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BOOKS  USED  IN  DOUBLE  ENTRY. 


THE  DAY  BOOK, 

457.  The  Bay  Booh  is  the  book  in  which  business  transactions 
are  recorded  in  the  order  of  their  occurrence. 

Note. — The  pupil  will  observe  that  in  Single  Entry,  business  transac- 
tions requiring  a personal  debit  or  credit  are  entered  in  the  Day  Book ; in 
Double  Entry,  all  business  transactions  are  generally  recorded  iirit. 

458.  If  the  Sales  Book,  or  any  other  book,  is  used  as  a book 
from  which  accounts  are  transferred  directly  to  the  Ledger,  the 
accounts  recorded  therein  are  not  entered  in  the  Day  Book. 

JO  URN  A L IZING. 

459.  The  process  of  making  the  entries  of  the  Day  Book  in  proper 
form  for  posting  is  called  journalizing.  (See  Sug.  1,  p.  172. 

Note  1.  It  is  so  called  because  in  theory  the  Journal  contains  the  entries 
of  the  Day  Book  arranged  in  proper  form  for  posting.  In  business,  a 
separate  book  is  seldom  used,  the  entries  being  made  in  the  Day  Book  in 
the  proper  form  for  posting,  and  transferred  from  it  to  the  Ledger. 

Note  2.  Let  the  subject  of  Accounts  as  given  in  Art.  2,  etc.,  be  fully  re- 
viewed by  the  pupils.  They  must  be  familiar  with  the  different  classes  ot 
accounts,  Personal,  Property,  and  Profit  and  Loss.  The  teacher  should 
give  exercises  under  each  rule,  for  oral  journalizing  or  journalizing  on 
the  blackboard.  For  example,  under  Rule  1 the  teacher  may  direct  the 
pupils  to  journalize*  the  following  transactions  : Sold  James  Brown  8 gals. 
Syrup  ; Paid  II.  Hartman  $50.  etc.  (See  pp.  84,  80,  etc.,  lor  exercises.) 

General  Principle. 

460.  The  debits  and  credits  of  every  business  transaction  must  be  equal 
in  amount. 

Rules  for  Journalizing. 

461.  The  Buies  for  Journalizing  are  stated  with  reference  to  the 
debtor  accounts  (i.  e.,  with  reference  to  the  accounts  of  what  are 
received  by  us  or  cost  us  value).  It  must  be  understood  that  if  what 
is  received  or  costs  us  value  is  debtor  to  what  is  given  or  produces  us 
value,  then  what  is  given  or  produces  us  value  is  creditor  by  what  is 
received  or  costs  us  value.  (See  Sug.  2,  p.  172. ) 

Note. — Let  the  teacher  explain  the  following  rules  to  the  pupils.  The 
general  rule  should  be  fixed  in  the  memory  ; the  others  should  be  fully 
understood,  and  ‘referred  to  whenever  necessary.  After  finishing  the 
first  set,  all  the  rules  may  be  committed  to  memory. 

Rule  1.  The  person  to  whom  we  sell  or  pay  anything  on  account  is 
debtor  to  what  we  sell  or  pay  him. 
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Illustration.— If  we  sell  John  Smith  5 yds.  Broadcloth  @ $3.25,  the 
transaction  is  journalized  as  follows : 

John  Smith , Dr.  To  Mdse. 

Note.— The  part  following  “ To  ” is  the  creditor  part  of  the  entry.  In 
the  loregoing  entry  John  Smith  is  debtor,  and  Mdse,  is  creditor.  The 
amount  for  which  John  Smith  is  debtor  should  be  entered  in  the  Day 
Book  in  the  Dr.  column,  and  the  amount  for  which  Mdse,  is  creditor 
should  be  entered  in  the  Cr.  column.  In  posting,  the  entry  must  be 
understood  to  mean : John  Smith , Dr.  To  Mdse;  Mdse .,  Cr.  By  John  Smith. 
A similar  remark  may  be  made  wuth  reference  to  the  entries  under  the 
rules  that  follow. 

Rule  2.  Cash  received, by  us  is  debtor  to  the  person  on  whost> 
account  it  is  received,  or  to  the  thing  for  which  it  is  received. 

Illus. — If  James  Brown  pays  us  $20  on  account,  the  transaction  is 
journalized  as  follows: 

Cash , Dr.  To  James  Brown. 

Note.— This  entry  must  be  understood  to  mean:  Cash , Dr.  To  James 
Brown;  James  Brown , Cr.  By  Cash.  See  note  under  Buie  1. 

Rule  3.  Merchandise  (or  any  other  property)  received  by  us  is 
debtor  to  the  person  who  sells  it  to  us  on  account,  or  to  the  thing  paid 
for  it. 

i 

Illus. — If  we  buy  merchandise  for  cash,  the  journal  entry  is — 

Mdse.,  Dr.  To  Cash. 

Rule  4.  Bills  Receivable  received  by  us  should  be  debtor  to  the 
person  on  whose  account  a note  or  draft  is  received,  or  to  the  thing  for 
which  it  is  received. 

Illtts.— If  we  sell  William  Wilson  20  juls.  Cassimere,  @ $1.20,  receiving  in 
payment  his  note  at  30  days,  the  transaction  is  journalized  as  follows : 
Bills  Receivable , Dr.  To  Mdse. 

Rule  5.  .Bills  Bay  able  paid  by  us  should  be  debtor  to  that  by  which 
a note  or  draft  for  which  we  are  responsible  is  paid. 

Illus.— If  we  pay  an  outstanding  note  by  cash,  the  transaction  is 
journalized  as  follows : ' 

Bills  Payable , Dr.  To  Cash. 

Rule  6.  Expenses  should  be  debtor  to  what  is  paid  for  them  (gener- 
ally to  Cash). 

Rule  T.  Interest  and  Discount  should  be  debtor  to  what  is  paid  for 
all  interest  or  discount  paid  or  deducted  by  us,  and  creditor  for  all 
interest  or  discount  received  by  us. 

Rule  8.  Profit  and  Loss  should  be  debtor  to  what  produces  the  loss 
for  all  losses,  and  creditor  by  what  produces  the  gain  for  all  gains. 
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Rule  9.  In  opening  a set  of  books  for  a business  conducted  by  one 
person,  the  resources  should  be  debtor  to  the  person  conducting  the 
business,  and  he  should  be  debtor  to  the  liabilities.  In  opening  a set 
of  partnership  books,  the  resources  invested  by  each  partner  should  be 
debtor  to  the  partner  investing  them,  and  each  partner  should  be 
debtof  to  his  own  liabilities  assumed  by  the  firm. 

General  Rule. 

462.  From  the  foregoing  special  rules,  the  following  general  rule 
may  be  derived : 

What  is  received  or  costs  us  value  is  debtor  to  what  is  given  or  produces 
us  value.  (See  Sug.  3,  p.  172.) 

Forms  of  Journal  Entries, 

463,  There  are  four  forms  of  journal  entries.  They  may  be  illus- 
trated by  journalizing  the  following  transactions  : 

Sold  John  Smith  8 yds.  Cassimere  @ .90. 

Bought  of  Henry  Jones,  Invoice  of  Merchandise  amounting  to  $1500, 
paying  him  $1000  Cash  and  Note  at  thirty  days  for  balance. 

Sold  Wm.  Brown  for  % Cash  and  % on  account,  25  yds.  Cloth  @ $3.50. 

Bought  of  James  Robinson,  Store  Property  for  $2500,  and  Merchandise, 
$1700 ; paid  him  Cash  $1000,  Note  at  60  days,  $2000 ; balance  on  %. 

First  Form. — One  Debit  and  One  Credit. 

John  Smith , Dr.  To  Mdse. 

Second  Form.— One  Debit  and  Two  or  More  Credits. 

Merchandise , Dr.  To  Sundries. 

To  Cash , 

Bills  Payable. 

Third  F'orm. — Two  or  More  Debits  and  One  Credit. 

Sundries , Dr.  To  Mdse. 

Cash , 

Wm.  Brown. 

Fourth  Form. — Two  or  More  Debits  and  Two  or  More  Credits. 

Sundries , Dr.  To  Sundries . 

Real  Estate , 

Mdse., 

To  Cash , 

Bills  Payable , 

James  Robinson. 
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Note  1.  The  term  Sundries  means  the  following  accounts,  or  several  ac- 
counts. Although  convenient,  it  can  be  omitted  in  journalizing;  and 
many  book-keepers  prefer  not  to%use  it. 

Note  2.  If  a transaction  is  hard  to  journalize,  let  the  pupils  first  note 
down  what  have  been  received  or  have  cost  us  value  in  one  column,  and 
then  what  have  been  given,  or  have  produced  us  value,  in  another  col- 
umn. The  first  items  are  Dr.  to  the  second.  For  example,  in  the  last 
transaction  of  Jan.  6 (see  page  180),  Real  Estate,  Mdse.,  and  Expense  (Office 
Furniture)  have  been  received,  or  have  cost  us  value;  these  accounts  are 
therefore  Dr. : Bills  Bay  able  and  Cash  have  been  given,  or  have  produced 
us  value ; the  first  items  are  therefore  Dr.  to  these.  But  the  Dr.  items 
being  greater  than  the  Cr.,  the  pupil  sees  that  while  a part  of  the  goods 
and  property  has  been  paid  for,  the  remainder  is  sold  to  us  on  % ; hence 
there  must  be  addpd  to  the  Cr.  accounts  the  name  of  the  person  (John 
Bull)  who  sold  them  to  us  on  %,  or  who  has  in  this  way  given  us  value. 

MANNER  OF  ENTERING. 

464.  If  the  Day  Book  is  the  only  book  of  original  entry,  all  business 
transactions  are  recorded  in  it. 

465.  The  usual  form  of  ruling  the  Day  Book  is  as  follows : 


PLACE  AND  DATE. 


DR.  CR. 


NAME 


Note.— This  form  is  frequently  varied  by  the  addition  of  other  columns. 
See  Set  3 and  Set  4. 

466.  In  making  an  entry  in  the  Day  Book,  there  are  three  things 
necessary : the  account  must  be  journalized  ; a brief  description 
of  the  transaction  must  be  entered ; and  the  same  or  equal  amounts 
must  be  recorded  in  both  the  Dr.  and  the  Cr.  column. 


BOSTING. 

467.  All  the  accounts  of  the  Day  Book,  including  Personal  Accounts, 
Cash,  Merchandise,  and  other  property  accounts,  etc.,  are  transferred 
to  the  Ledger.  The  page  of  the  Ledger  on  which  the  entry  is  posted 
is  entered  on  the  left  margin  of  the  Day  Book,  opposite  the  name  of 
the  account  posted.  When  two  accounts  are  on  the  same  line,  the 
Ledger  folio  is  written  as  follows : 


9/ 

John  Smith , Dr.  To  Mdse., 

7 

20 

7\20 

. 

Sold  him  8 yds . Cass.,  @ .90. 

1 

i 

12 
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Note.— The  figure  9 shows  that  this  entry  is  posted  to  John  Smith’s 
account,  which  is  found  on  page  9 in  the  Ledger ; and  the  figure  2 shows 
that  it  is  posted  to  Mdse,  account,  on  page  2 in  the  Ledger. 

DA  Y BOOK  ENTRIES. 

468.  Memoranda. 

Middletown,  Del.,  Jan.  1,  1880.  Sold  Scrooge  & Marley,  on  %, 
1 Tete-a-tete,  $50.  Sold  Henry  Thompson,  for  Cash,  3 Walnut  Cham- 
ber Sets,  @ $135,  1 Mahogany  Parlor  Set,  $147.50,  and  4 Cottage 
Chamber  Sets,  @ $50. 

Jan.  2.  Bought  for  Cash,  4 gross  Screws,  @ .60,  and  2 doz.  Locks, 
@ $3.  Bought  of  Brown  & Black,  3000  ft.  Chestnut  Lumber,  @ $28 
per  M.  Sold  Miller  & Boyd,  on  their  Note  at  5 days,  2 Secretaries, 
@ $20,  1 Lounge,  $16,  and  2%  doz.  Wooden  Chairs,  @ $5.  Bought  of 
John  Lewis,  on  our  Note  at  6 days,  2000  ft.  Walnut  Lumber,  @ $45 
per  M.  Paid  Wages  of  Workmen,  per  Time  Book,  $35. 

Jan.  4.  Bought  of  Johnson  & Son,  6 Sets  Cottage  Furniture,  @ $32, 
4 Sets  Walnut  Furniture,  @ $68,  and  3 Centre  Tables,  @ $15 ; paid 
them  34  Cash;  balance  on  %.  Sold  Brown  & Black,  1 set  Cottage 
Furniture,  $45,  and  paid  them  balance  due  them. 

Jan.  5.  Sold  Miss  Rebecca  Sharp  1 Walnut  Chamber  Set,  $135 ; 
received  from  her  Cash  $100  ; balance  on  %.  Bought  a set  of  Blank 
Books  for  $15 ; lost  while  paying  for  the  books  a five-dollar  gold  piece. 

Jan.  6.  Bought  of  Brown  & Black,  5000  ft.  Ash  Lumber,  @ $22 
per  M.,  and  2 cords  Wood  for  Office,  @ $4.25 ; paid  them  Note  at  30 
days  for  $100,  and  Cash  for  balance.  Bought  of  John  Bull,  a Store 
property  for  $2000,  Merchandise  amounting  to  $1325,  and  Office  Fur- 
niture, $62.75 ; paid  him  Note  at  60  days,  $2500,  Cash,  $100  ; balance 
on  %. 

Form  of  Entry. 

469.  The  foregoing  memoranda  are  .ecorded  in  the  Day  Book  as 
shown  below.  Let  the  pupils  copy  the  entries  in  the  proper  form  in 
their  Day  Books.  The  entries  of  the  first  set  may  be  made  in  lead 
pencil.  Before  copying  the  entries,  the  pupils  should  refer  to  the 
proper  rule  for  journalizing  (Art.  461)  and  the  proper  form  of  journal 
entry  (Art.  463).  This  should  be  done  until  the  pupil  is  very  familiar 
with  both  rules  and  forms.  ($ee  Art.  466,  and  Sug.  4,  p.  172.) 

Note  1.  It  will  be  seen  that  Rule  1 must  be  applied  in  journalizing  the 
first  and  second  entries,  Rule  % in  journalizing  the  third  entry,  etc.  As 
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will  be  observed,  the  entries  of  Jan.  1 and  Jan.  2 are  of  the  first  form  of 
journal  entry  ; those  of  Jan.  4,  of  the  second  torn. : those  of  Jan . 5,  of  the 
third  form  : and  those  of  Jan.  6,  of  the  fourth  form. 

Note  2.  Do  not  omit  to  enter  a description  of  eacn  transaction.  (The 
descriptions  of  tile  following  entries  are  printed  in  smaller  type.) 


Middletown , Del.,  Jan.  1 , 1880.  Dr . Or. 


Scrooge  & Marley , Dr.  To  Mdse. 
Sold  them  on  %,1  Tete-a-tete . 

a 

50 

50\ 

Cash,  Dr.  to  Mdse. 

Sold  Henry  Thompson , for  Cash , 

3 Walnut  Cham.  Sets  @135.,  405. 

1 Mah.  Parlor  “ lift .50 

4 Cottage  Chamber  “ @ 50.,  200. 

752 

50 

752 

a 

Mdse.,  Dr.  To  Cash. 

Bot.  4 gross  Screws , @ .60,  2.40 

2 doz.  Locks,  @ 3.,  6. 

u 1 

8 

40 

8 

Mdse.,  Dr.  To  Brown  & Black . 

Bot.  of  them,  on  %, 

3000ft.  Ch.  Lum.,  @ $28  per  M. 

a 

84 

84 

4 

Bills  Receivable,  Dr.  To  Mdse. 

Sold  Miller  & Boyd , on  Note  at  5 ds., 
2 Secretaries,  @ 20.,  40.  , 

1 Lounge,  16. 

2\  doz.  Wood.  Chairs,  @ 5.,  12.50 
n 

68 

50 

68 

Mdse.,  Dr.  To  Bills  Payable. 

Bot.  of  John  Lewis,  on  Note  at  6 ds., 
2000  ft.  Wal.  Lumber  @ $45  per  M% 

tc 

90 

90 

Expense,  Dr.  To  Cash. 

Paid  Wages  of  Workmen  to  date , 
per  T.  B. 

35 

35 
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Middletown , DeZ.,  Jan . Dr.  Or. 


Mdse.,  Dr.  To  Sundries. 

509 

Bot.  of  Johnson  & Son, 

6 sets  Cottage  Furn.,  @ 32.  192 . 

4 “ IKaZmJ  “ @ 55.  OT. 

5 Cen.  Tables , @ 15.  ^5. 

2b  CtosA,  Paid  them  % on  %, 

254  50 

Johnson  & Son,  Bal.  due  them , 
<< 

254 

50 

Brown  & Black , Dr.  To  Sundries. 

84 

45 

39 

To  Mdse.,  1 set  Cottage  Furniture , 

GbsA,  Paid  them  Balance  due , 

Sundries , Dr.  To  Mdse. 

135 

Sold  Miss  Rebecca  Sharp , 

i Walnut  Chamber  Set . 

DasA,  Received  on  %, 

100 

Miss  Rebecca  Sharp , Balance  due , 

<< 

35 

Sundries , Dr.  To  Cash , 
Expense,  Set  of  Blank  Books, 

15 

20 

Profit  and  Loss,  Lost,  making  change, 
6 

5 

Sundries,  Dr.  To  Sundries. 

Bot.  of  Brown  & Black, 

Mdse.,  5000  ft.  Ash  Lumber,  @ 22.  per  M. 

110 

Expense,  2 cords  Wood,  @4.25 

8 

50 

To  Bills  Payable,  Gave  Note  at  SO  ds ., 

100 

Dor  DaZ.  o/  %, 

<< 

18 

50 

Sundries,  Dr.  To  Sundries . 

DoZ.  o/  Jo  Aw  DwZZ, 

Real  Estate,  Store  property, 

2000 

Mdse., 

1325 

Expense,  Office  Furn., 

62 

75 

To  Bills  Pay.,  Gave  him  Note  at  60  ds., 

2500 

Cash,  Paid  on  %, 

100 

John  Bull,  Bal.  due  him9 

787 

75 
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470.  Memoranda  ( Continued ). 

The  following  memoranda  must  he  recorded  in  the  Day  Book  in  the 
proper  form,  after  the  foregoing  entries  are  made.  See  Art.  466. 

Note  1.  The  entries  of  Jan.  7,  8,  and  9,  are  of  the  first  form  (see  Art. 
463)  ; those  of  Jan.  11  and  12  are  of  the  second  form  ; those  of  Jan.  13  and 
14  are  of  the  third  form ; and  those  of  Jan.  15  and  16  are  of  the  fourth  form. 
The  remainder  of  the  entries  are  arranged  miscellaneously. 

Note  2.  The  teacher  must  see  that  the  pupils  understand  the  foregoing 
Day  Book  entries  before  they  begin  the  accounts  below. 

Jan.  7.  Sold  Scrooge  & Marley,  on  %,  1 Walnut  Mirror,  $3.  Sold 
David  Copperfield,  on  %,  1 Cottage  Bedstead,  $8,  and  1 What-not, 
$5.50.  Sold  Henry  Thompson,  on  %,  1 set  Cottage  Furniture,  $42.50. 
Paid  Johnson  & Son,  Cash  on  %,  $100.  (See  B.  1.)  Gave  John  Bull 
our  Note  at  10  days  for  $300.  ( John  Bull , Dr.  To  B.  Pay.) 

Jan.  8.  Sold  for  Cash,  5 doz.  Wooden  Chairs,  @ $4.50.  Received 
of  Miss  Rebecca  Sharp,  Cash  in  full  of  %.  Bought  for  Cash  3 doz 
Castors,  @ $1.25,  and  6 lbs.  Glue,  @ .20.  {Mdse.  Dr.  To  Cash.) 
Received  Cash  in  full  for  Miller  & Boyd’s  Note.  (See  B.  2.)  Paid  Cash 
in  full  for  our  Note  of  2d  inst.,  in  favor  of  John  Lewis.  (See  Buie  5.) 

Jan.  9.  Sold  Calvin  Green,  on  his  Note  at  60  days,  1 Mahogany 
Sofa,  $60,  1 Walnut  Chamber  Set,  $135,  and  1 Walnut  Bookcase,  $35. 
(See  B.  4.)  Paid  Wages  of  Workmen  to  date,  per  Time  Book,  $52.50. 
Gave  Adam  Bede  credit  for  Bill  of  Labor  and  Materials  used  in  Re- 
pairing Store,  $250.75.  ( Expense , Dr.  To  Adam  Bede.) 

Jan.  11.  Bought  of  John  Lewis,  for  i Cash,  and  iNote  at  30  days, 
2000  ft.  Chestnut  Lumber,  @ $21  per  M.,  and  4000  ft.  Walnut  Lumber, 
@ $43.50  per  M.  ( Mdse .,  Dr.  To  Cash  and  B.  Pay.)  Sold  Adam  Bede 

1 Walnut  Bookcase,  $30,  and  paid  him  Cash  on  %,  $100.  [A.  B .,  Dr. 

To  Mdse,  and  Cash.)  Sold  David  Copperfield  2 Mirrors,  @ $2.75,  and 

2 Rocking  Chairs,  @ $4.75  ; received  from  him  Cash  in  full  of  amount 
due.  {Cash  Dr .,  $28.50,  To  Mdse.,  $15,  and  D.  C.,  $13.50.) 

Jan.  12.  Gave  Adam  Bede  Note  at  60  ds.  for  $100,  and  Cash  for  Bal. 
in  full.  (See  B.  1.)  Lost  by  fire  an  Outbuilding,  used  for  storing  Lum- 
ber ; value  of  Building,  $650,  of  Lumber  burned,  $285 ; no  insurance. 
Note.— -Journalize  as  follows  (see  Art  466) : 

Profit  and  Loss , Dr.  To  Sundries. 

To  Real  Estate , Outbuilding  burned,  no  Ins. 
Merchandise , Lumber  u “ 

Jan.  13.  Sold  Henry  Thompson,  1 Mahogany  Parlor  Set,  $150 ; and 
received  from  him  Cash,  $100 ; balance  on  %.  (See  first  entry  of 
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Jan.  5.)  Presented  at  Middletown  National  Bank,  Calvin  Green's 
Note  of  the  9th  inst.,  for  discount;  received  amount,  less  discount 
for  60  days.  ( Cash  and  Int.  and  Dis .,  Dr.  To  B.  Bee.) 

Jan.  14.  Paid  Cash  for  Postage,  $1.60,  Expressage,  $3.50,  3 gals. 
Varnish,  @ $2.80.  ( Expense , Dr.  $ 5.10 , Mdse.,  Dr.  $8.40 ; Cash , Cr. 
$13.50.)  Sold  Miss  Rebecca  Sharp,  1 Extension  Table,  $7.50, 1 Walnut 
Bookcase,  $30,  and  1 Mahogany  Sofa,  $38.50 ; received  from  her 
Cash,  $50;  balance  on  %.  Sold  Major  B.  Franklin,  *1  Cherry  Ward- 
robe, $13.50,  1 Walnut  Bookcase,  $30,  1 Mahog.  Parlor  Set,  $148,  1 
Walnut  Chamber  Set,  $130,  and  1 Hat  Rack,  $6.50;  received  of  him 
Note  at  30  days  for  $150,  and  Cash  for  balance.  ( B . Bee.  and  Cash , 
Dr.  To  Mdse.)  Sold  Williamson  & Long,  the  “ Brook’’  Farm,  con- 
taining 34  acres,  @ $120 ; received  in  payment  their  note  at  6 mos.  for 
$1500,  and  Cash  for  balance. 

Jan.  15.  Paid  John  Bull  Cash  on  %,  $200,  and  Cash  for  Note  in  his 
favor,  dated  Jan.  6,  less  discount  for  54  days.  ( John  Bull , Dr.  $ 200 , 
B.  Pay.,  Dr.  $2500 ; Cash,  Cr.  $ 2677.50 , Int.  and  Dis.,  Cr.  $22.50.) 

Jan.  16.  Sold  Dr.  Joshua  Lewis  a Lot  of  Ground  for  $150, 1 Office 
Desk,  $8.50,  and  4 Office  Chairs  @ $2.25  ; received  of  him  Note  at  60 
days  for  $100,  and  Cash  for  balance.  (Svee  Note  1 above. ) 

Jan.  18.  Sold  for  Cash,  2 Walnut  Bedsteads  @ $7.25.  Bought  for 
Cash,  Postage  Stamps,  $3,  Stationery,  $4.50.  Paid  Johnson  & Son’s 
Sight  Draft  on  us  in  full  of  amount  due  them.  ( Johnson  & Son,  Dr 
To  Cash.)  Sold  Addison  Smithson,  on  his  Note  at  30  days,  2 Lounges 
@ $10.50,  1 Rosewood  Centre  Table,  $20,  and  1 Dressing  Bureau,  $20 
Paid  John  Bull  Cash  for  balance  in  full,  $287.75. 

Jan.  19.  Sold  John  Lewis  1 Walnut  Parlor  Set,  $118,  and  1 Hat 
Rack,  $6.50 ; received  of  him  our  Note  of  the  11th  inst.  in  his  favor 
for  $108,  and  Cash  for  balance.  ( B . Pay.  and  Cash,  Dr.;  Mdse.,  Cr.) 
Paid  Wages  of  Workmen  to  Jan.  16,  per  Time  Book,  $62.50. 

Jan.  20.  Sold  Dr.  Joshua  Lewis,  1 Walnut  Bookcase,  $32.50, 1 Hat 
Rack,  $6.50,  and  £ doz.  Cane-seated  Chairs,  @ $8.50  ; received  of  him 
Cash  on  %,  $20.  (See  first  entry  of  Jan.  5.)  Sold  Henry  Thompson 
1 doz.  Cane-seated  Chairs,  $9.50,  & doz.  Oak  Dining  Chairs,  @ $12,  and 
1 Walnut  Bookcase,  $45;  received  of  him  Cash  on  %,  $50. 

Jan.  31.  Presented  at  bank  for  discount,  Dr.  Joshua  Lewis’s 
Note  received  Jan.  16;  received  amount  less  discount  for  57  days. 
( Cash  and  Int.  and  Dis.,  Dr.  To  B.  Bee.)  Credited  Dr.  Joshua  Lewis 
with  Bill  of  Attendance  on  Family,  $12.50.  (JSxp.  Dr.  To  Dr.  J.  L.) 
Sold  Major  B.  Franklin,  for  Cash,  1 Rosewood  Centre  Table,  $22.50, 
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1 Dressing  Bureau,  $19.50,  and  1 Washstand,  $6.50  ; deducted  5 % for 
Cash  payment.  {Cash  and  Int.  and  Dis.y  Dr.  To  Mdse.) 


THE  LEDGER 

471.  The  Ledger  is  the  book  to  which  all  accounts  pertaining 
to  the  business  are  transferred  from  the  books  of  original  entry, 
so  as  to  present  each  account  by  itself.  It  is  the  final  book  of 
record  of  business  transactions. 

LEDGER  A CCO  UNTS. 

472.  In  Double  Entry,  Personal  Accounts,  Cash,  Merchandise,  and 
other  property  accounts,  Profit  and  Loss  accounts,  etc.,  are  entered 
in  the  Ledger. 

473.  It  is  not  necessary  to  follow  any  particular  order  in  opening 
Ledger  accounts.  For  convenience,  those  most  frequently  referred 
to,  as  Cash,  Merchandise,  etc.  may  be  put  on  the  first  pages. 

FORM  OF  RULING. 

474.  The  usual  form  of  ruling  the  Ledger  in  Double  Entry  is  the 
same  as  in  Single  Entry.  See  Art.  213  and  Art.  217. 

FOISTING. 

475.  In  the  Ledger,  at  least  two  entries,  a debit  and  a credit,  must 
be  made  for  every  business  transaction  recorded  in  the  Day  Book. 

Note.— See  Art.  8,  and  the  note  under  it.  In  some  practical  business 
sets,  tlie  postings  of  Mdse.,  etc.,  are  made  monthly.  In  such  cases,  the 
second  entry  is  not  made  in  the  Ledger  until  the  end  of  the  month. 

476.  A Day  Book  entry  of  the  first  journal  form  (see  Art.  463),  as — 


John  Smith , Dr.  To  Mdse. 


7 20 


7\20 


contains  two  accounts,  a debtor  and  a creditor,  and  must  have  two 
entries,  a debit  and  a credit,  in  the  Ledger.  (See  Art.  467.) 

Note.-— In  this  example,  John  Smith  is  Dr.,  and  Mdse,  is  Cr.  The  entry 
must  be  understood  to  mean:  John  Smith , Dr.  To  Mdse.  $7.20;  Mdse.  Cr. 
By  John  Smith , $7.20.  On  the  Dr.  side  of  John  Smith's  account  in  the 
Ledger,  the  entry,  To  Mdse , $7. 20,  must  be  made;  and  on  the  Cr.  side  of 
Mdse,  account  in  the  Ledger,  the  entry  By  John  Smith , $ 7.20 , must  be  made. 
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477.  A Day  Book  entry  of  the  second  form,  as — 


Mdse.,  Dr.  To  Sundries , 

1500 

To  Cash, 

500 

Bills  Payable, 

1000 

contains  three  or  more  accounts,  one  debtor  and  two  or  more  creditor 
accounts,  and  must  have  three  or  more  entries,  one  debit  and  two  or 
more  credit  entries, in  the  Ledger. 

Note  1.  In  the  foregoing  example,  MdSe.  is  Dr.,  and  Cash  and  Bills  Pay- 
able Cr.  The  entry  must  be  understood  to  mean : Mdse . Dr.  To  Sundries , 
$1500 ; Cash , Cr.  By  Mdse.,  $500;  Bills  Payable , Cr.  By  Mdse.,  $1000.  On  the 
Dr.  side  of  Mdse . account  in  the  Ledger,  the  entry,  To  Sundries,  $1500, 
must  be  made ; on  the  Cr.  side  of  Cash  account,  the  entry,  By  Mdse., 
$500,  must  be  made;  and  on  the  Cr.  side  of  Bills  Payable  account,  the 
entry,  By  Mdse.,  $1000,  must  be  made. 

Note  2.  The  pupil  will  remember  that  an  account  with  Sundries  is  not 
opened  in  the  Ledger. 

478.  A Day  Book  entry  of  the  third  form,  as — 


Sundries , Dr.  To  Mdse 

87 

50 

Cash , 

43 

75 

Wm.  Brown , 

43 

75 

contains  three  or  more  accounts,  two  or  more  debtor  accounts  and  one 
creditor,  and  must  have  three  or  more  entries,  two  or  more  debtor 
entries  and  one  creditor,  in  the  Ledger. 

Note. — In  the  foregoing  example,  Mdse . is  Cr.,  and  Cash  and  Wm. 
Brown  are  Dr.  The  entry  must  be  understood  to  mean:  Mdse.,  Cr.  By 
Sundries,  $87.50 ; Cash,  Dr.  To  Mdse.,  $1+8.75,  Wm.  Brown,  Dr.  To  Mdse.,  $1+8.75. 
On  the  Cr.  side  of  Mdse.,  account  in  the  Ledger,  the  entry,  By  Sundries, 
$87.50,  must  be  made ; on  the  Dr.  side  of  Cash  account,  To  Mdse.,  $1+3.75;  and 
on  the  Dr.  side  of  Wm.  Brown's  account,  To  Mdse.,  $1+8.75. 

479.  A Day  Book  entry  of  the  fourth  form,  as — 


Sundries , Dr.  To  Sundries, 

Beal  Estate , 

2500 

Mdse., 

1700 

To  Cash, 

1000 

Bills  Payable, 

2000 

James  Robinson , 

1200 \ 
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contains  four  or  more  Recounts,  two  or  more  debtor  accounts  and  two 
or  more  creditor,  and  must  have  four  or  more  entries,  two  or  more 
debtor  entries  and  two  or  more  creditor,  in  the  Ledger. 

Note.— In  the  foregoing  example,  Real  Estate  and  Mdse,  are  Dr.,  and 
Cash , Bills  Payable,  and  James  Robinson  are  Cr.  The  entry  must  be 
understood  to  mean:  Real  Estate,  Dr.  To  Sundries,  $2500;  Mdse.,  Dr.  To 
Sundries,  $1700;  Cash,  Cr.  By  Sundries,  $1000 ; Bills  Bay  able,  Cr.  By  Sun- 
dries, $2000 ; James  Robinson,  Cr.  By  Sundries,  $1200.  On  the  Dr.  side  of 
Real  Estate  account  in  the  Ledger,  the  entry,  To  Sundries,  $2500,  must  he 
made ; on  the  Dr.  side  of  Mdse,  account,  To  Sundries,  $1700  ; on  the  Cr.  side 
of  Cash  account,  By  Sundries,  $1000;  on  the  Cr.  side  of  Bills  Payable 
account,  By  Sundries,  $2000 ; and  on  the  Cr.  side  of  James  Robinson's 
account,  By  Sundries,  $1200. 

TRIAL  BALANCE. 

480.  The  Trial  Balance  contains  the  footings  of  the  Ledger  columns. 
Its  object  is  to  afford a test  of  the  correctness  of  the  posting. 

Note. — As  e^ery  dehit  has  a corresponding  credit  or  credits  in  the 
Ledger,  the  Dr.  and  Cr.  footings  must  agree  when  the  posting  is  com- 
plete to  any  date. 

481.  The  simplest  form  of  ruling  the  Trial  Balance  is  to  rule  it  like 
the  Day  Book,  with  Dr.  and  Cr.  columns. 

482.  The  entries  consist  simply  of  the  Ledger  accounts,  with  their 
debit  and  credit  footings,  or  the  differences  between  the  debit  and 
credit  footings. 

Note  1.  The  differences  are  used  more  frequently  than  the  amounts,  in 
business.  The  Trial  Balance  in  Art.  487  contains  the  amounts ; the  one  in 
Art,  518  contains  the  differences. 

Note  2.  All  accounts  that  balance  should  he  omitted  from  the  Trial 
Balance. 

483.  If  the  debit  and  credit  footings  agree,  it  shows  that  the  entries 
are  posted  to  the  proper  side.  If  they  do  not  agree,  there  is  an  error 
somewhere,  which  must  ~be  found. 

484.  The  following  suggestions  will  be  of  aid  in  finding  an  error  in 
the  Trial  Balance : 

1.  See  that  the  additions  are  correctly  made  in  the  Trial  Balance. 

2.  See  that  the  accounts  have  been  transferred  to  the  Trial  Balance 
correctly. 

3.  Ascertain  the  exact  amount  of  the  error,  and  then  search  for  the  same 
amount  in  the  Day  Book,  as  it  may  have  been  omitted  in  posting. 

4.  As  posting  to  the  wrong  side  of  the  Ledger  will  produce  an  error 
twice  as  great  as  the  amount  posted,  divide  the  amount  of  the  error  by  two, 
and  search  for  this  amount  in  the  Day  Book. 
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5.  If  the  amount  of  the  error  is  divisible  by  9,  it  may  be  that  in  posting 
two  figures  have  been  transposed. 

6.  See  that  the  Day  Book  entries  are  correct,  and  then  check  the  postings. 

CLOSING  LEDGER  ACCOUNTS. 

485.  A Ledger  account  in  Double  Entry  is  closed  in  the  same 
manner  as  in  Single  Entry.  See  Art.  219  and  Art.  220. 

LEDGER  ENTRIES. 

486.  The  Day  Book  entries  in  Art.  469  are  posted  as  shown  below. 
Let  the  pupils  make  these  entries  in  the  proper  form  in  their  Ledgers. 


Dr.  Merchandise , Gr. 


1880 

2 

To  Cash , 

1 

8 

4 0 

Jan 

1 

By  Sc.  & M., 

1 

50 

B.&B. 

1 

34 

Cash, 

1 

752 

50 

B.  Bay., 

2 

90 

2 

B.  Rec ., 

1 

68 

50 

4 

Sunds., 

2 

509 

4 

B.  & B., 

2 

4 5 

6 

it 

3 

110 

5 

Sunds., 

2 

135 

u 

3 

1325 

Dr.  Cash , Cr. 


1 

1880 

1 

To  Mdse., 

1 

7 52 

50 

Jan 

2 

By  Mdse., 

1 

8 

4 0 

5 

“ 

3 

100 

Exp., 

2 

,35 

4 

Mdse., 

2 

25U 

50 

B.  <&  B., 

2 

39 

i 

Sunds v 

2 

20 

6 

« 

2 

18 

50 

. 

44 

3 

100 

Dr. 


Scrooge  & Mar  ley, 


1880 

Jan 


1 To  Mdse., 


Cr. 


Dr.  Brown  & Black, , Cr. 


1880 

Jan 

4 

To  Sunds., 

2 

8U 

1880 

Jan 

2 

By  Mdse., 

54 

I 
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Dr. 

Bills  Beceivable . 

) 

Or. 

1880 

Jan 

2 

To  Mdse., 

1 

68 

50 

Dr. 

Bills  Payable , 

Or. 

1880 

Jan 

2 

By  Mdse., 

2 

90 

6 

Sunds. 

3 

100 

it 

3 

2500 

Dr. 

Expense , 

Or. 

1880 

Jan 

5 

To  Cash , 
Sunds., 

tt 

3 

3 

3 

35 

15 

62 

50 

75 

Dr.  Johnson  & Son , Gr. 

1880 

Jan 

A 

By  Mdse., 

2 

25k 

50 

Dr.  Miss  Bebecca  Sharp , . Or. 

1880 

Jan 

5 

To  Jfdse., 

2 

35 

Dr.  Profit  and  Loss , Or. 

1880 

Jan 

5 

To  Cas7i, 

3 

5 

Dr.  Beal  Estate , Or. 

1880  1 
Jan  j 

6 

To  Sunds., 

3 

2000 

Dr.  John  Bull , Or. 

1 1880 
\Jan 

6 

By  Sunds., 

3 

787 

75 
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FORM  OF  TRIAL  BALANCE. 

487.  When  the  foregoing  accounts  are  entered  in  the  Ledger, *a  Trial 
Balance  may  he  made.  It  is  made  as  follows  : 


Trial  Balance , Jan.  d,  1880 . Dr.  Cr. 


3 

Merchandise , 

2126 

40 

1051 

4 

Cash, 

852 

50 

475 

40 

5 

Scrooge  & Marley , 

50 

5 

Bills  Receivable , 

68 

50 

5 

Bills  Payable , 

2690 

6 

Expense, 

121 

25 

6 

Johnson  & Son, 

254 

50 

6 

Miss  Rebecca  Sharp, 

35 

7 

Profit  and  Loss, 

5 

7 

Real  Estate, 

2000 

7 

John  Bull, 

787 

75 

5258 

65 

5258 

65' 

LEDGER  ENTRIES  ( CONTINUED ). 

488.  After  haying  made  the  foregoing  Trial  Balance,  the  pupils 
may  post  the  remaining  Day  Book  entries. 

489.  A Trial  Balance  should  now  he  made,  according  to  the  form 
given  in  Art.  487.  It  should  show  the  following  results  : 

Merchandise,  Dr.  $2355.75,  Cr.  $2586.25 ; Cash,  Dr.  $4426.63,  Cr.  $4154.85 ; B. 
Rec.,  Dr.  $2079.50,  Cr.  $368.50;  B.  Pay.,  Dr.  $2698,  Cr.  $3198;  Expense,  Dr. 
$512.10 : Miss  Rebecca  Sharp,  Dr.  $26  ; Profit  and  Loss,  Dr.  $940 ; Real  Estate, 
Dr.  $2000,  Cr.  $4880 ; Scrooge  & Marley,  Dr.  $53 ; Henry  Thompson,  Dr.  $103  ; 
Ini.  and  Dis.,  Dr.  $5.37,  Cr.  $22.50;  Dr.  Joslina  Lewis,  Dr.  $23.25,  Cr.  $12.50. 

Note  I.  If  the  debit  and  credit  footings  of  the  Th'hd  Balance  agree,  it 
shows  that  the  entries  are  posted  to  the  proper  side,  but  not  that  they  are 
transferred  to  the  proper  Ledger  accounts.  This  can  be  ascertained  only 
oy  comparing  the  Ledger  entries  with  those  of  the  books  from  which  they 
were  posted. 

Under  ordinary  circumstances,  the  Trial  Balance  is  regarded  as  a satis- 
factory test  of  the  correctness  ot  the  Ledger. 

Note  2.  The  accounts  of  the  Ledger  may  now  be  closed  and  the  bal- 
ances brought  down,  as  described  in  Art.  220.  (See  Art.  485 and  264.) 
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THE  BILL  BOOK. 

490.  The  Bill  Book  is  kept  as  described  in  Art.  265,  etc.  It  is  rarely 
nsed  as  a principal  book. 

Note.— It  is  not  thought  necessary  to  give  any  iorrns  for  the  use  of,  the 
Bill  Book,  as  the  pupil  is  familiar  with  them. 


THE  SALES  BOOK. 

491.  The  Sales  Book  is  kept  as  described  in  Art.  269,  etc.  It  is 
generally  used  as  a principal  book,  and  accounts  are  transferred  from 
it  directly  to  the  Ledger. 

492.  The  form  of  keeping  the  Sales  Book  in  Double  Entry  is  the 
same  as  in  Single  Entry.  See  Art.  275.  This  form  is  frequently 
modified  by  the  addition  of  columns,  etc.  See  Set  4. 


THE  INVOICE  BOOK. 

493.  The  Invoice  Book  is  kept  as  described  in  Art.  276,  etc.  It  is 
usually  kept  as  an  auxiliary  book,  but  in  some  kinds  of  business  it 
may  be  advantageously  used  as  a principal  book.  See  Art.  584,  etc. 

Note.— Soma  business  houses  transfer  the  amount  of  their  purchases 
from  the  original  invoice  directly  to  the  Ledger. 


THE  CASH  BOOK. 

494.  The  Gash  Book  is  frequently  used  in  Double  Entry  in  the  same 
manner  as  in  Single  Entry.  When  used  as  an  auxiliary  book,  it  is  ^ 
usually  not  so  important  in  Double  Entry  as  in  Single  Entry,  as  the 
Day  Book  contains  a record  of  all  business  transactions,  including 
cash  transactions.  The  amount  of  cash  on  hand  can  be  found  by 
taking  the  difference  between  the  Dr.  and  Cr.  columns  of  the  Cash 
account  in  the  Ledger. 

Note.— The  Cash  Book  has  been  omitted  from  the  first  set,  as  it  is  not 
necessary  to  a complete  history  of  the  business.  It  can  be  used,  however, 
in  connection  with  the  Day  Book  and  Ledger,  if  the  teacher  prefers.  It 
will  be  used  in  Set  2 as  an  auxiliary  book,  and  in  Set  4 as  a principal  book. 

495.  The  Cash  Book  is  sometimes  kept  as  a book  of  original  entry, 
and  entries  are  posted  from  it  directly  to  the  Ledger.  In  such  a case 
it  is  a very  important  book. 
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497.  When  accounts  are  transferred  from  the  Cash  Book  directly  to  the  Ledger  (see  Art.  580),  a 
column  for  the  Ledger  folios,  etc.,  should  be  added  to  the  right  of  the  column  for  dates.  (See  Art.  233.) 

498.  In  addition  to  the  foregoing  books,  other  books  are  used  when  the  nature  of  the  business  requires 
it.  For  a description  of  the  most  important  of  these,  see  Section  I,  Single  Entry. 

Note. — For  the  Review  Questions  for  this  section,  see  page  223. 


SECTION  II. 

OPENING  AND  CLOSING  BOOKS. 


THE  method  of  opening  and  closing  a set  of  Double  Entry 
books  will  be  explained  in  the  following  pages. 

Note  1.  The  first  set  given  in  this  section  is  designed  to  show  the  method 
of  opening  and  closing  a set  of  hooks  that  record  the  transactions  of  a 
business  conducted  by  one  person ; and  the  second  set  is  designed  to 
show  the  method  of  opening  and  closing  a set  of  partnership  books. 

Note  2.  Only  the  features  peculiar  to  Double  Entry  will  be  described. 
It  will  be  understood  that  the  entries  not  specially  referred  to,  are  similar 
to  those  of  Single  Entry. 


SET  IL— INDIVIDUAL  BUSINESS . 

500.  The  books  kept  in  this  set  are  the  Day  Book,  Ledger, 
Cash  Book,  and  Bill  Book . 

Note  1.  The  Cash  Book  and  Bill  Book  are  used  as  auxiliary  books.  For 
the  form  of  keeping  the  Cash  Book , see  Art.  496.  The  Cash  Book  can  fre- 
quently be  omitted  without  much  inconvenience,  when  it  is  an  auxiliary 
book.  The  amount  of  cash  on  hand  as  called  for  by  the  books,  can  always 
be  found  by  taking  the  difference  between  the  Dr.  and  Cr.  columns  of  the 
Cash  account  in  the  Ledger  (with  the  cash  entries  not  posted,  if  there  are 
any).  The  Cash  Book  may  be  kept  in  this  set,  to  show  its  use  as  an 
auxiliary  book.  (See  note  unuer  Art.  457.) 

Note  2.  The  memoranda  used  for  this  set  are  the  same  as  those  used  for 
Set  2,  Single  Entry.  They  are  taken  to  afford  an  opportunity  to  the  pupil 
of  comparing  Single  Entry  and  Double  Entry. 

REMARKS. 

501.  The  Day  Book  in  this  set  has  two  additional  columns,  in  one  of 
which  are  entered  cash  receipts,  and  in  the  other,  sales  of  merchandise. 
The  object  of  these  columns  is  to  save  labor  in  posting.  At  the  end  of 
the  month  the  columns  are  summed  and  the  total  amounts  posted. 
The  other  entries  are  posted  in  the  usual  manner. 

(191) 
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OPENING  AND  CLOSING  BOOKS. 


Note  1.  The  columns  on  the  left  are  Dr.  columns.  The  first  column  on 
the  left  contains  all  the  debit  entries  of  cash ; the  second  column,  all  other 
debit  entries.  The  columns  on  the  right  are  Cr.  columns.  The  first 
column  on  the  right  contains  all  the  credit  entries  except  merchandise  ; 
the  second  column  contains  all  the  credit  entries  of  merchandise. 

Note  g.  The  headings  of  the  columns  maybe  written  by  the  pupil  on 
page  3 of  his  Day  Book,  and  omitted  afterwards.  The  additional  columns 
should  be  ruled  by  the  pupil,  in  his  blank  book. 

Note  3.  To  afford  practice  in  the  use  of  these  columns,  they  may  be 
summed  and  the  amounts  posted  twice  a month.  See  Art.  512.  In  actual 
business,  it  is  customary  to  post  accounts  thus  kept  monthly. 

502.  The  amounts  must  be  transferred  from  one  page  to  the  next  by 
the  following  entries  : Amount  to  folio  — , and  Amount  from  folio  — . 


obeesthsto  books. 

503.  Memoranda. 

Chautauqua,  N.  Y.,  Feb.  1,  1881.  Louis  C.  Lyte  began  business 
with  the  following  Resources  and  Liabilities.  Resources:  Cash, 
P $1822.20  ; Note  of  J.  I.  Street,  in  his  favor,  dated  Jan.  3,  1881,  payable 
in  60  days,  A.  O.  Lyon,  indorser. 4$171. 50  ; personal  accounts  due  him, 
as  follows  : Robert  Barker,  $35(/;  Henry  Ivison,  $222.50  ; J.  C.  Bryant, 
$186  ; L.  Fairbanks,  $413.75.  * Liabilities : Note  due  James  Hawes  at  3 
mos.  from  J an.  15,  $250(/;  Balance  due  Louis  Clarkson,  $150.A 


OPENING  THE  DAY  BOOK. 

METHOD  OF  OPENING . 

504.  The  Day  Book  is  opened  in  the  same  manner  as  in  Single 
Entry  (see  Art.  306),  except  that, — 

• The  Resources  and  Liabilities  are  entered  according  to  the  following 
rule  for  journalizing  : 

In  opening  a set  of  books  for  a business  conducted  by  one  person, 
the  resources  should  be  debtor  to  the  person  conducting  the  business, 
and  he  should  be  debtor  to  the  liabilities. 

Note  1.  In  place  of  the  person’s  name,  the  word  Stock  can  be  used. 

Note  2.  The  debit  and  credit  balances  of  personal  accounts  should  not 
be  entered  separately. 


OPENING  THE  DAY  BOOK. 
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. FORM  OF  OPENING. 

505.  The  foregoing  statement  of  Resources  and  Liabilities  is  entered 
on  the  third  page  of  the  Day  Book  in  the  following  form  : 

Cash,  Dr.  Sunds.,Dr.  CllCLUtCtlK^UCl,  JY . Y.,  Feb.  1 , 1881.  Sunds .,  Cr.  Mdse .,  Or. 


3 

Sundries , Dr.  To  Stock, / 

3195 

95 

20 

Cash , 

* 171 

50 

5 

'Bills  Rec.,Note  of  J.  I.  Street , 

at  60  ds.,  from  Jan.  3 , 

/ 350\ 

6 

Robert  Barker , Bal.  of  a/c. 

1222 

,« 50 

6 • 

Henry  Ivison,  “ 

H86 

1 . 

6 

J.  C.  Bryant , “ 

IUU  3 

75 

7 

B.  Fairbanks , “ 

2650 

3 

Stock , Dr.  To  Sundries , 

5 

To  Bills  Pay.,  Note  due 

James  Dawes,  at  3 mos. 

from  Jan.  15, 

2500 

P 

— 

7 

Louis  Clarkson,  Bal. 

J - 

due  him, 

150 

/ 

Note.— The  figures  in  the  L.  E.  column  refer  to  the  Ledger  folio,  and  are 
written  after  the  entries  are  posted. 


OPENING  THE  LEDGER, 

METHOD  OF  OPENING. 

506.  The  Ledger  is  opened  in  the  same  general  manner  as  in  Single 
Entry  (see  Art.  310).  The  additional  accounts  entered  are  the 
property  accounts  recorded  in  the  Day  Book,  such  as  Cash , Bills 
Receivable , etc. 

FORM  OF  OPENING. 

507.  The  entries  of  the  Day  Book  are  posted  as  follows  : 


Dr.  • Stock,* if  T ...  Cr. 


1881 

1881 

Feb 

1 

To  Sunds., 

3 

2650 

Feb 

1 

By  Sunds., 

3 

3195 

95 

13 
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Dr  Bills  Beceivable , Cr. 


1881 

Feb 

1 

To  Stock , 

8 

171 

50 

Dr.  Bobert  Barker.  Cr. 

1881 

Feb 

1 

To  Stock , 

3 

350 

! 

i 

Note.— The  remaining  accounts,  including  j Bills  Payable , are  posted  in 
a similar  manner.  The  accounts  of  Cash , Dr.  and  Mdse .,  O.  are  posted 
twice  a month.  (See  Art.  501  and  notes  under  i$.) 


OPENING  THE  CASH  BOOK. 

508.  The  method  of  opening  the  Cash  Book  is  the  same  as  that  of 
Single  Entry.  For  the  form  of  the  first  entry  in  the  Cash  Book,  see 
Art.  496.  (See  also,  Note,  Art.  316,  Note  1,  Art.  496,  and  Art  233.) 


OPENING  THE  BILL  BOOK. 

509.  The  method  and  the  form  of  opening  the  Bill  Book  are  the  same 
as  in  Single  Entry. 

Note.— The  Bill  Book  of  this  set  will  he  the  same  as  the  Bill  Book  of  Set 
2,  Single  Entry.  See  Art.  268. 


MEMOBANDA  ( Continued ), 

510.  The  memoranda  given  in  Art.  321  ( Set  2,  Single  Entry)  must  be 
entered  by  the  pupils  in  the  proper  books,  after  the  opening  entries 
given  on  the  preceding  pages.  The  notes  inserted  throughout  the 
article  to  explain  the  manner  of  entering  various  accounts  in  Single 
Entry  must  not  be  used  by  the  pupil  to  guide  him  in  Double  Entry. 

Note.— Let  the  pupils  study  carefully  the  use  of  the  various  columns  of 
the  Day  Book,  and  the  manner  in  which  the  entries  of  the  additional  col- 
umns are  journalized.  See  Art.  511  and  512.  The  amounts  of  Cash,  Dr. 
\nd  Mdse.,  Cr.,  are  carried  forward  till  the  journalizing  entries  are  made. 


FORM  OF  ENTRY. 


195 


FORM  OF  ENTRY. 

511.  The  memoranda  of  Feb.  1,  2,  and  3,  are  recorded  as  follows  : 


mo  50 


60k 


15 


Mdse.,  Dr. 

To  Springer  & Whiteman , 
Bought  of  them , — 

20  bags  Rio  Coffee, 

1670  lbs.,  @ .15,  250.50 
15  tierces  Rice, 

7500  lbs.,  @ . Ok , 300. 

15  hhds.  Cuba  Sug., 

IkOOO  lbs.,  @ .05,  700. 


Mdse.,  Dr.  To  Cash, 

Bought  of  A.  Curley- 
12,  hhds.  N.  O.  Molasses, 
720  gals.,  @ .4 0,  288. 
20  boxes  Soap , 
lk50  lbs.,  @ .08.  116. 
10  bbls.  Fork, 

2000  lbs.,  @.10,  200. 
S 


Lewis  Lyman,  Dr.  To  Mdse., 
80  lbs.  Coffee,  @ .18,  5.k0 

20  “ Rice,  @ . 05 1.10 
100  “ Sugar,  @ .08%,  8.50 


1250 


50 


60k 


16 


JOURNALIZING  ENTRIES. 

512.  The  following  entries  should  be  made,  Feb.  15 : 


186 


31 


Henry  Ivison , Dr.  To  Mdse., 
20  gals.  Molasses,  @ .50,  10 
3 box.  Soap,  210  lbs.,  @ .10,  21 


Cash,  Dr.  To  Sundries, 
Receipts  since  Feb.  1. 


Sundries,  Dr.  To  Mdse., 
Sales  since  Feb.  1. 


Cash,  Dr.  to  J.  C.  Bryant, 
In  full  of  %. 


186 


SI 


692 


k 0 
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Note  1.  These  entries  of  Cash  and  Mdse,  are  now  in  a proper  form  for 
posting.  See  Art.  501.  (The  last  entry  of  Feb.  15  and  the  first  entry  of 
Feb.  16,  are  included  in  the  foregoing  entries.) 

Note  2.  The  first  entry  of  Feb.  11  may  be  journalized  as  follows : 

Henry  Wilson , Clerk,  Dr.  To  Cash . 


CLOSING-  .A.  SET  OF  BOOKS. 


513.  METHOD  OF  CLOSING. 

1.  An  account  of  stock  must  be  taken.  (See  Note  2,  Art.  332,  1.) 

2.  The  entries  of  the  Day  Book  must  be  posted. 

Note.— If  any  other  book  is  used  as  a principal  book,  the  entries  in  it 
must  be  posted. 

3.  A Trial  Balance  must  be  made  to  test  the  correctness  of  the 
Ledger  postings.  See  Art.  487  and  Art.  518. 

4.  The  Ledger  must  be  closed. 

Note.— The  process  of  closing  the  Ledger  is  generally  found  to  be  diffi- 
cult for  beginners.  Let  the  teacher  explain  it  fully. 


CLOSING  THE  LEDGER. 

514.  The  closing  of  the  Ledger  is  the  principal  step  in  the  closing  of 
a set  of  books,  the  other  steps  being,  in  the  main,  preparatory. 

515.  The  process  of  closing  the  Ledger  is  as  follows  : 

1.  Open  in  the  Ledger  a Profit  and  Loss  account  (if  it  is  not  already 
opened),  as  follows : 

Dr.  Profit  and  Loss,  Cr. 


\ 

2.  Open  in  the  Ledger  a Balance  account,  as  follows : 
Dr.  Balance, 

Cr. 

CLOSING  A SET  OF  BOOKS. 
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3.  Enter  in  red  ink,  on  the  credit  side  of  Merchandise  account,  the 

amount  of  merchandise  on  hand,  as  shown  by  the  Inventory ; thus, 
By  Balance , Invt., . (See  Art.  520.) 

Note. — If  the  inventory  contains  any  other  property  accounts  (as  Real 
Estate , etc.),  enter  them  in  the  same  manner  on  the  credit  side  ot  their 
own  accounts  in  the  Ledger. 

4.  Enter  in  black  ink,  on  the  debit  side  of  Balance  account,  the 

amount  just  entered  on  the  credit  side  of  Merchandise  account ; thus, 
To  Mdse.,  - . (See  Art.  526.) 

Note  1.  In  transferring  an  account  from  one  page  to  another  in  the 
Ledger,  the  page  from  which  the  entry  is  taken,  and  the  initial  L should 
be  entered  in  the  proper  column ; thus,  To  Mdse .,  L5 . 

Note  2.  If  any  other  property  accounts  (as  Real  Estate , etc.),  have  been 
entered  from  the  inventory,  transfer  them  in  like  manner  to  the  debit 
side  of  Balance  account. 

5.  Close  every  account  in  the  Ledger  except  the  Stock,  account  (or 
the  partners’  stock  accounts),  Profit  and  Loss,  and  Balance,  according 
to  the  following  rules  : 

1.  Every  account  which  adds  to  our  resources  or  liabilities  (see  Art. 
9 and  10)  must  be  closed  into  Balance,  and  every  account  which  shows 
a gain  or  loss  into  Profit  and  Loss. 

2.  If  a private  account  has  been  kept  with  the  owner  of  the  business, 
or  a member  of  the  firm,  it  must  now  be  closed  into  his  stock  account 
{i.  e.,  the  account’ showing  his  investment). 

Note  1.  The  Cash  account  is  closed  as  follows  : 

1.  Find  the  difference  between  the  Dr.  column  and  the  Cr.  column.  This 
difference  is  the  amount  of  cash  on  hand. 

2.  Enter  in  red  ink,  on  the  smaller  side,  the  difference,  as  follows : By 

Balance , , and  sum  and  rule  the  columns.  (See  Art.  519.) 

3.  Enter  in  black  ink,  on  the  opposite  side  of  Balance  account,  the  differ- 
ence, as  follows : To  Cash , . (See  Art.  526.) 

Note  2.  Merchandise  account  is  closed  as  follows  : 

1.  Find  the  difference  between  the  Dr.  column  and  the  Cr.'  column  (in- 
cluding the  amount  from  the  inventory).  This  difference  is  the  gain  or 
loss  on  merchandise.  If  the  Cr.  side  is  the  greater,  the  difference  is  gain; 
if  the  Dr.  side  is  the  greater,  the  difference  is  loss. 

2.  Enter  in  red  ink,  on  the  smaller  side  of  Merchandise  account,  the 

difference,  as  follows:  To  (or  By)  Profit  and  Loss , , and  sum  and  rule 

the  columns.  (See  Art.  520.) 

3.  Enter  in  black  ink,  on  the  opposite  side  of  Profit  and  Loss  account,  the 

difference,  as  follows : By  (or  To)  Mdse., . (See  Art.  524  ) 
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Noth  3.  All  accounts  which  add  to  our  resources  or  liabilities,  as  per- 
sonal accounts,  Bills  Receivable  and  Bills  Payable  accounts,  etc.,  are  closed 
like  the  Cash  account;  and  all  accounts  which  show  a gain  or  loss,  as 
Expense , Interest  and  Discount , etc.,  are  closed  like  Merchandise  account. 

6.  After  closing  every  account  in  the  Ledger  except  Stock  (or  the 
partners’  stock  accounts),  Profit  and  Loss,  and  Balance , make  a second 
Trial  Balance.  (See  Art.  523.) 

Note.— If  the  balances  have  been  properly  transferred,  the  sum  of  the 
debits  of  these  three  accounts  will  equaLthe  sum  of  the  credits. 

7.  Close  Profit  and  Loss  account  into  Stock  (or  into  the  partners’ 
accounts). . 

Note  1.  Profit  and  Loss  account  is  closed  as  follows : 

1.  Find  the  difference  between  the  Dr.  column  and  the  Cr.  column.  This 
difference  is  the  net  gain  or  the  net  loss.  If  the  Cr.  side  is  the  greater,  the 
difference  is  gain ; if  the  Dr.  side  is  the  greater,  the  difference  is  loss. 

2.  Enter  in  red  ink  on  the  smaller  side  of  Profit  and  Loss  account,  the  dif- 
ference, as  follows : To  (or  By)  Stock , , and  sum  and  rule  the  columns. 

3.  Enter  in  black  ink,  on  the  opposite  side  of  Stock  account,  the  differ- 
ence. as  follows:  By  (or  To)  Profit  and  Loss , — -.  (See  Art.  524  and  525.) 

Note  2.  In  partnership  business  the  gain  or  loss  is  divided  between  the 
partners  as  per  agreement,  and  transferred  to  their  accounts,  as  follows : 

To  (or  By)  A.  B., ; To  (or  By)  C.  D., . It  is  entered  in  their  stock 

accounts  thus,  By  (or  To)  Profit  and  Loss , . 

8.  Close  the  Stock  account  (or  the  partners’  accounts)  into  Balance 
account. 

Note  1.  The  Stock  account  is  closed  as  follows : 

1.  Find  the  difference  between  the  Dr.  column  and  the  Cr.  column. 
This  difference  is  the  net  capital  or  net  insolvency.  If  the  Cr.  is  the 
greater,  the  difference  is  the  net  capital ; if  the  Dr.  side  is  the  greater,  the 
difference  is  the  net  insolvency. 

2.  Enter  in  red  ink  on  the  smaller  side  of  Stock  account,  the  difference  as 

follows:  To  (or  By)  Balance,  Net  Cap.  (or  Net  Ins.),  — , and  sum  and 

rule  the  columns. 

3.  Enter  in  black  ink,  on  the  opposite  side  of  Balance  account,  the  differ- 
ence, as  follows  : By  (or  To)  Stock , Net  Cap.  (or  Net  Ins.),  — . 

Note  2.  Partners’  accounts  are  closed  in  the  same  manner.  The  differ- 
ence between  the  two  columns  of  a partner’s  account  shows  his  net  invest- 
ment. (See  Art.  561.) 

9.  Close  the  Balance  account  by  summing  and  ruling  the.  columns. 

Note.— The  closing  of  Balance  account  completes  the  closing  of  the 

Ledger. 
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10.  If  the  business  is  to  be  continued  (and  this  is  generally  the  case), 
re-open  all  the  accounts  having  balances,  by  bringing  down  the  bal 
ances,  in  black  ink,  to  the  side  of  the  account  opposite  that  on  which 
they  were  entered  in  red  ink,  thus  : To  { or  By)  Balance,  — . 


FORM  OF  CLOSING  A -SET  OF  BOOKS. 

516.  Having  recorded  the  memoranda  referred  to  in  Art.  510,  the 
pupils  are  now  ready  to  close  their  books.  Let  them  do  so,  following 
the  directions  given  in  Art,  513  and  515. 

Note.— The  forms  here  given  are  not  intended  to  show  the  wder  of 
closing.  The  pnpils  must  closely  follow  the  order  stated  in  detail  in  the 
articles  referred  to.  This  they  can  do,  with  the  assistance  of  these 
forms.  The  date  of  closing  is  Feb.  28. 

INVENTORY. 

517.  Merchandise  on  hand,  $2239.20. 

TRIAL  BALANCE. 

518.  A Trial  Balance  should  be  made,  after  the  posting  is  finished, 
as  follows : 


Trial  Balance , Feb.  28,  1881.  Dr.  Cr. 


8 Stock , 

4 Cash , 

5 Bills  Receivable , 

! 5 Bills  Payable , 

6 L.  Fairbanks , 

6 Louis  Clarkson , 

7 Merchandise, 

8 Springer  & Whiteman , 

8 Lewis  Lyman , 

9 Expense, 

9 Alonzo  Mitchell, 

10  Henry  Wilson, 

10  Thomas  Hunter, 


545 

95 

1392 

80 

112 

60 

2500 

443 

75 

150 

1959 

1250 

50 

89 

150 

174 

05 

15 

190 

25 

4461 

45 

4461 

45 
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CASH  ACCOUNT  CLOSED. 


519.  The  Gash  account  will  be  closed  in  the  following  manner : 
Dr.  Cash , Cr. 


Note.— Bills  Receivable  and  Bills  Payable  accounts  are  closed  like  tho 
Cash  account. 

MERCHANDISE  ACCOUNT  CLOSED. 


520.  Merchandise  account  will  be  closed  in  the  following  manner : 
Dr.  Merchandise , Cr. 


PERSONAL  ACCOUNT  CLOSED. 

521.  L . Fairbanks's  account  will  be  closed  as  follows  : 


Dr.  L.  Fairbanks , Cr. 


1881 

Feb 

1 

To  Stock , 

3 

hh3 

75 

1881 

Feb 

28 

By  Balance, 

Lll 

443 

75 

Feb 

28 

To  Balance, 
l 

hh3 

75 

Note.— Tbe  other  personal  accounts  are  closed  in  the  same  way. 
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EXPENSE  A CCO  UNT  CL  OSED. 


522.  The  Expense  account  will  he  closed  as  follows  : 

Dr.  Expense , Or. 


523.  The  Second  Trial  Balance  will  be  made  as  follows  : 

Second  Trial  Balance , Dr.  Or. 


3 

11 

11 

Stocky 

Profit  and  Loss, 
Balance, 

676 

15 

545 

130 

95 

20 

676 

IF 

676 

15 

PROFIT  AND  L OSS  A CCO  UNT  CL  OSED. 

524.  Profit  and  Loss  account  will  be  closed  as  follows  : 

Dr.  Profit  and  Doss,  Or. 


3881 

Feb 

28 

To  Exp., 
Stock, 

Lll 
L 3 

150 

130 

20 

20 

1881 

Feb 

28 

By  Mdse., 

L 8 

280 

20 

280 

280 

20 

STO  CK  A CCO  UNT  CL  OSED . 

525.  The  Stock  account  will  be  closed  as  follows  : 

Dr.  Stock , Or. 


1 

To  Sunds., 

3 

2650 

1 

1881 

Feb 

1 

By  Sunds., 

3 

319  5\ 

\95 

28 

Bal., 

Net  Cap., 

Lll 

676 

3326 

15 

28 

Profit 
and  Loss, 

Lll 

__13o\,20 

3326\l5 

Feb 

By  Balance, 
Net  Cap., 

676 

\l5 
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BALANCE  ACCOUNT  CLOSED. 

526.  The  Balance  account  will  be  closed  in  the  following  manner 

Dr. 


Balance , 


Or. 


1881 

To  Mdse., 

L 6 

2239 

20 

Feb 

28 

By  B:  Pay., 

L 5 

2500 

Cash , 

L 4 

1392 

80 

l.  a, 

L 7 

150 

B.  Bee., 

L 5 

112 

60 

Sp.  & Wh., 

L 9 

1250 

50 

L.F., 

L 7 

443! 

75 

H.  Wilson, 

L10 

15 

L.  Lyman, 

L 9 

39 

Stock, 

A.Mitchell, 

L10 

m 

05 

Net  Cap., 

L 3 

676 

15 

T.  Hunter , 

L10 

190 

25 

1+591 

65 

1+591 

65 

1881 

Feb 


28 


BALANCE-SHEET. 

527.  The  Balance-sheet  in  Double  Entry  is  a systematic  statement 
of  the  results  and  condition  of  a business.  It  contains,  in  columns 
ruled  for  the  purpose,  the  Ledger  footings  (or  Trial  Balance),  Inven- 
tory, Profit  and  Loss  account,  Stock  account  (or  each  partner’s  ac- 
count), and  a statement  of  Resources  and  Liabilities. 

Note  1.  The  following  form  shows  the  manner  in  which  the  Balance- 
sheet  of  Set  2 is  made.  Let  the  pupils  study  it  carefully,  and  afterwards 
make  it  out  from  the  Trial  Balance  or  the  Ledger  and  the  Inventory. 

Note  2.  The  Balance-sheet  is  not  necessary  to  the  closing  of  a set  of 
books  in  Double  Entry,  but  is  of  great  advantage  in  showing  a full  and 
accurate  statement  of  a business. 

Note  3.  In  making  a Balance-sheet  in  partnership  business,  each  part- 
ner’s account  is  treated  as  the  Stock  account  in  the  following  form. 

Note  4.  In  business  conducted  by  one  person,  five  lines  more  than  the 
number  of  accounts  in  the  Trial  Balance  that  do  not  balance  will  be 
required  besides  the  head  lines ; in  partnership  business  eight  lines  will 
be  required  if  there  are  two  partners  and  eleven  if  there  are  three. 
(For  the  form  of  making  a Balance-sheet  in  partnership  business,  see 
Art.  563.) 

Note  5.  Other  forms  than  the  ones  given  in  this  work  are  also  sometimes 
used. 


BALANCE-SHEET. 
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OPENING  AND  CLOSING  BOOKS. 


SET  II.— CONTINUED. 

528.  After  the  set  of  hooks  has  been  closed  to  ascertain  the 
condition  of  business,  and  the  balances  have  been  brought  down, 
the  memoranda  given  in  Art.  345  should  be  entered. 

REMARKS. 

529.  The  first  entry  in  the  Day  Book  should  be  made  under  the  last 

entry  of  Feb.  28.  (See  also,  Art.  341. ) * 

530.  The  last  entry  of  March  1 should  be  journalized  as  follows  : 

Louis  C.  Lyte , Dr,  To  Gash. 

It  should  be  posted  to  the  following  account  in  the  Ledger  : 

Louis  G.  Lyte  ( Private  Account). 

531.  The  last  entry  of  March  4 should  be  journalized  as  follows  : 

Bills  Payable , Dr.  To  Sundries . 

To  Bills  Payable , 

Cash , 

Int.  and  Dis. 


CLOSING  THE  BOOKS. 

532.  After  the  memoranda  given  in  Art.  345  are  recorded,  let  the 
pupils  close  their  books.  The  date  of  closing  is  March  15.  The  value 
of  the  merchandise  on  hand  is  $1911.16.  (See  Art.  347.) 

WORTHLESS  ACCOUNT  CLOSED. 

533.  As  Edward  Block’s  account  is  found  to  be  worthless,  it  should 
be  closed  into  Profit  and  Loss  account  as  follows  : 


Dr.  Edward  Block , Cr . 


1881 

Mar 

8 

To  Rice, 

12 

i\so 

1881 

Mar 

15 

By  Profit 

7 

Coffee , 

15 

2\22 

and  Loss, 

Lll 

4 

02 

4 02~ 

- 4 

\02 

1 

1 

1 

Note. — The  pupil  will  understand  that  this  account  is  entered  on  the  Dr. 
side  of  Profit  and  Loss  account,  as  follows : To  Edward  Block, . 


PARTNERSHIP  BUSINESS. 
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PRIVA  TE  A CCO  UNT  CL  OSED. 

534.  Louis  C.  Lyte’s  private  account  in  the  Ledger  is  closed  into  the 
Stock  account  as  shown  in  Art.  349. 

Note. — It  will  be  understood  that  the  private  account  is  entered  on  tne 

Dr.  side  of  Stock  account,  as  follows:  To  Louis  C.  Lyte, ; or,  To 

Private  Account, . (See  Art.  351.) 

RESULT 

535.  Net  Capital,  March  15,  $466.57  ; Net  Loss  since  Feb.  28,  $9.58. 

BALANCE-SHEET. 

536.  A Balance-sheet  may  now  be  made.  See  Art.  527. 


SET  III.  —PAR TNEB SHIP  BUSINESS. 

537.  The  method  of  opening  and  closing  a set  of  partnership 
books  will  be  explained  and  illustrated  in  this  set. 

538.  The  books  kept  are  the  Day  Book,  Ledger,  and  Bill  Book. 

REMARKS. 

539.  The  Day  Book  in  this  set  contains  six  columns,  two  for  cash, 
two  for  merchandise,  and  two  for  other  transactions. 

Note  1.  The  columns  on  the  left  are  Dr.  columns ; those  on  the  right,  Or. 
columns. 

Note  2.  The  last  pages  of  the  Day  Book  prepared  to  accompany  this 
work  are  ruled  with  six  columns. 

540.  Among  the  advantages  of  the  six-column  Day  Book  are  the 
following : 

1.  It  saves  labor  and  space  in  posting. 

2.  It  shows  monthly  totals  of  the  principal  accounts  in  the  Ledger. 

3.  Errors  are  less  liable  to  be  made. 

4.  Personal  accounts  can  be  posted  immediately. 

541.  Other  columns  may  be  added  if  required  by  the  nature  ot  the 
business. 

542.  The  Cash  Book  is  omitted  from  this  set.  The  amount  of  cash 
called  for  by  the  books  can  be  found  by  adding  the  difference  between 
the  Dr.  and  Cr.  columns  of  the  Cash  account  in  the  Ledger  to  the  dif- 
ference between  the  Dr.  and  Cr.  columns  of  the  same  account  in  the 
Day  Book 
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OPENING  AND  CLOSING  BOOKS. 


543.  The  Bill  Book  is  sometimes  dispensed  with ; but,  as  a knowl- 
edge of  the  date  when  notes  and  drafts  fall  due  is  very  important,  it 
is  generally  advisable  to  have  a special  book  in  which  to  record  a 
description  of  them. 


OPENING  PARTNERSHIP  BOOKS. 

544.  Memoranda. 

Port  Jervis,  N.  Y.,  Jan.  1,1874. — William  Winters  and  A.  A. 
Lovett  begin  business  with  the  following  Resources  and  Liabilities  : 
A.  A.  Lovett  invests  two-thirds  as  much  as  William  Winters,  and  the 
gains  and  losses  are  to  be  divided  in  proportion  to  the  amount  invested 
by  each  partner.  William  Winters  invests  Cash,  $3000  ; Mdse.,  $1500  ; 
100  Shares  L.  & Q.  R.  R.  Stock,  $5000 ; Note  of  Ames  & Co.,  dated 
Dec.  15, 1873,  at  30  days,  $500.  His  Liabilities  are  : Note  due  Bowen 
& Co.,  N.  Y.,  at  30  days  from  Dec.  15,  1873,  $1000 ; Evans  & Hart, 
Boston,  on  %,  $1500.  A.  A.  Lovett  invests  Merchandise,  $2500,  and 
Cash,  $2500. 


OPENING  THE  DAY  BOOK. 

METHOD  OF  OPENING. 

545.  The  Day  Book  is  opened  in  the  same  manner  as  in  Single  Entry 
(see  Art.  357),  except  that, — 

The  Resources  and  Liabilities  are  entered  according  to  the  following 
rule  for  journalizing : 

In  opening  a set  of  partnership  books,  the  resources  invested  by 
each  partner  should  be  debtor  to  the  partner  investing  them,  and  each 
partner  should  be  debtor  to  his  own  liabilities  assumed  by  the  firm. 

FORM  OF  OPENING. 

546.  The  Resources  and  Liabilities  of  each  partner  are  recorded  in 
the  Day  Book  in  the  following  manner,  beginning  on  the  third  page. 

Note.— In  opening  a set  of  partnership  books,  notes  and  bills  are  fre- 
quently reckoned  at  their  present  value.  In  this  set,  they  are  reckoned  at 
their  face  value.  If  the  present  value  is  taken,  each  partner  must  be 
debited  with  the  discount  of  the  notes  due  him,  and  credited  with  the  dis- 
count of  the  notes  for  which  he  is  responsible.  (See  Note  2,  Art.  501.) 


OPENING  THE  DAY  BOOK. 
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OPENING  AND  CLOSING  BOOKS. 


OPENING  THE  LEDGER. 

517.  The  Ledger  is  opened  in  the  same  general  manner  as  in  Single 
Entry  (see  Art.  360).  William  Winters’s  account  is  the  first  one 
entered.  The  postings  are  as  follows  : On  the  Cr.  side,  By  Sundries , 
$10000 ;< on  the  Dr.  side,  To  Sundries , $ 2500 . The  second  account 
opened  is  that  of  the  junior  partner,  A.  A.  Lovett.  On  the  Cr.  side  of 
his  account,  the  following  entry  is  posted : By  Sundries , $5000. 

548.  The  other  accounts  are  posted  in  the  order  in  which  they  occur 
in  the  Day  Book,  except  Cash  and  Merchandise.  Postings  of  these 
two  accounts  are  made  monthly. 

OPENING  THE  BILL  BOOK. 

549.  The  method  and  form  of  opening  the  Bill  Book  are  the  same 
as  in  Single  Entry. 

550.  MEMORANDA  ( Continued ). 

Jan.  1.  Paid  E.  Wright’s  Carpenter  Bill  for  fitting  up  Store,  $300. 

Jan.  2.  Bought  of  Sanford  & Wheeler,  on  <%,  Mdse.,  as  per  Invoice, 
$875. 

Jan.  3.  Sold  J.  Warner  for  Cash,  2 hhds.  Excelsior  Syrup,  141}^  ea. 
= gals.,  @ .65,  and  5 bags  Rio  Coffee,  722  lbs.,  @ .35. 

Jan.  5.  Sold  John  Morgan  & Co.,  on  their  Note  at  30  days,  5 bags 
Allspice,  Net  639  lbs.,  @ .30,  and  3 half-chests  Oolong  Tea, 

Tare  13  ea.  = lbs.,  @ $1.  Sold  for  Cash,  5 lbs.  Madras  Indigo, 
@ $1.50. 

Jan.  6.  Deposited  in  First  National  Bank  to  open  %,  $3500.  ( First 
Nat.  Bank , Dr.  To  Gash.)  Sold  S.  R.  Morse,  on  <%,  5 bags  Laguayra 
Coffee,  560  lbs.,  @ .32,  and  1 bbl.  Porto  Rico  Sugar,  264 — 22=  lbs., 
@ .18.  Sold  for  Cash,  1 bbl.  Keystone  Sugar,  276 — 20=  lbs.,  @ .15. 

Jan.  T.  Paid  for  Advertising  in  “Inquirer,”  $10,  in  “Ledger,”  $10. 
Sold  for  Cash,  95  Mats  Cassia,  259 — Tare  23=  lbs.,  @ .60. 

J an.  8.  Paid  for  Revenue  Stamps,  $3,  for  Postage  Stamps,  $2.  Paid 
Evans  & Hart’s  Sight  Draft  per  Check,  $500.  (Evans  & Hart , Dr.  To 
First  Nat.  Bank.)  Sold  Wm.  Warren  for  one-half  cash,  and  one-half 
note  at  60  days,  3 Dags  Allspice,  Net  402  lbs.,  @ .30,  and  5 half-chests 
Oolong  Tea,  32?,  Tare  13  ea.  = lbs.,  @ $1. 

Jan.  9.  Sold  Charles  Owens,  on  %,  3 bbls.  Keystone  Sugar,  275 — 21, 
278 — 23,  273 — 19=  lbs.,  @ .15.  Sold  Mrs.  Alice  Mason  3 hhds. 


MEMORANDA. 
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Excelsior  Syrup,  140  ea.  = gals.,  @ .65;  received  from  her,  $150 
Cash  ; balance  on  %. 

Jan.  lO.  Discounted  Note  of  Dec.  15,  in  favor  of  Bowen  & Co.  ; 
paid  Cash,  $ ; less  discount  for  7 ds.,  $1.17.  ( B . Pay.,  Dr.  To  Gash 

and  Int.  and  Bis.)  Bought  of  Sanford  & Wheeler,  Mdse.,  as  per 
Invoice,  $950.  Sold  C.  H.  Walker,  for  Cash,  1 case  Nutmegs,  320,  Tare 
44=  lbs.,  @$1.25. 

Jan.  12.  Deposited  in  bank,  Ames  & Co.’s  Note  for  collection;  also, 
Cash,  $1000.  ( F.  N.  B .,  Dr.  To  B.  Bee.  and  Gash.)  Sold  for  Cash, 

hhd.  Porto  Bico  Molasses,  140  gals.,  @ .60^ 

Jan.  13.  Sold  for  Cash,. 50  Shares  L.  & Q.  R.  R.  Stock,  @ $55.  Sold 
S.  R.  Morse  2 hhds.  Porto  Rico  Molasses,  138  gals,  ea.,  @ .60;  received 
from  him  Cash  in  full  of  •%.  {Gash,  Dr.  To  Mdse,  and  8.  B.  M.) 

Jan.  15.  Invested  in  U.  S.  5-20  Bonds,  $2000.  Deposited  in  Bank, 
$1000.  Bought  of  Sanford  & Wheeler,  Mdse.,  as  per  Invoice,  $725. 

Jan.  IT.  Sold  for  Cash,  1 box  Havana  Sugar,  540,  Tare  15%=  lbs., 
@ .153^.  Paid  Sanford  & Wheeler  $2000,  on  %,  per  check  on  First 
Nat.  Bank.  ( 8 . & W.,  Dr.  To  F.  JSf.  B.) 

Jan.  19.  Sold  Mrs.  Alice  Mason  1 hhd.  “ Extra  Golden  ” Syrup,  140 
gals.,  @ .75  ; received  from  her,  Cash,  $200. 

Jan.  20.  Discounted  at  First  National  Bank,  Morgan  & Co.’s 
Note  of  the  5th  inst.  ; proceeds  to  our  credit,  less  discount  for  18  days, 
(id  W.  B.  and  Int.  and  Bit.,  Dr.;  B.  Bee.,  Gr.) 

Jan.  22.  Sold  Richard  Comstock,  on  %,-2  bags  Laguayra  Coffee, 
228  lbs.,  @ .30,  and  1 bbl.  Porto  Rico  Sugar,  260 — 20=  lbs.,  @ .18)^. 

Bought  for  Cash,  Furniture  for  Office,  $61 .25. 

Jan.  2J.  Sold  Charles  Owens,  3 Cases  Nutmegs,  183  lbs.  Net®  $1.40. 

Jan.  26.  Paid  Book-keeper,  Salary  for  month,  $50.  (Exp.,  Dr.  To 
Gash.)  Sold  S.  R.  Morse,  on  %,  3 half-chests  Oolong  Tea,  ^ ^ > 
Tare  13  ea.=  lbs.,@$l. 

Jan.  2T.  Paid  Rent  of  Store  in  full  to  Feb.  l,by  Check  on  First  Na- 
tional Bank,  $100.  Sold  for  Cash,  1 bag  Allspice,  Net  110  lbs.,  @ .30. 
Sold  for  Cash,  50  Shares  L.  & Q.  R.  R.  Stock,  @ $51. 

Jan.  29.  Received  of  Charles  Owens,  his  Note  at  20  days  for  $200, 
A£d  Cash  to  balance  %. 

Jan.  30.  Remitted  Evans  & Hart,  per  Draft  purchased  for  Cash, 
to  balance  %,  $ ; exchange  on  Draft,  $2.50.  (E.  & II.  and  Int.  and 

Dis.,  Dr.  To  Gash.) 

Jan.  31.  Sold  for  Cash,  3 bags  Rio  Coffee,  480  lbs.,  @ .32.  Depos- 
ited in  Bank,  $2000. 

14 
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forms  with  which  the  pupils  are  not  familiar  will  he  given. 


FORM  OF  CLOSING. 
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TRIAL  BALANCE. 

555.  A Trial  Balance  should  he  made,  after  the  posting  is  finished. 
See  Art.  480  and  Art.  518.  The  Ledger  footings  are  as  follows  : 

William  Winters,  Dr.  $2500,  Cr.  $10000  ; A.  A.  Lovett,  Cr.  $5000 ; Stocks  and 
Bonds,  Dr.  $7000,  Cr.  $5300 ; B.  Bee.,  Dr.  $1174.50,  Cr.  $814.70 ; Expense,  Dr. 
$536.25 ; Sanford  & WTtieeler,  Dr.  $2000,  Cr.  $2550 ; First  Nat.  Bank,  Dr. 
$8313.76,  Cr.  $2600 ; S.  R.  Morse,  Dr.  $121 ; Mrs.  Alice  Mason,  Dr.  $123,  Cr.  $95 ; 
Int.  and  Dis.,  Dr.  $3.44,  Cr.  $1.17;  Richard  Comstock,  Dr.  $112.20;  Cash,  Dr. 
$13179.71,  Cr.  $11937.58 ; Mdse.,  Dr.  $6550,  Cr.  $3315.41. 

LEDGER  ACCOUNTS  CLOSED. 

556.  The  different  Ledger  accounts  will  he  closed  as  shown  in  Set 
2.  The  pupil  must  closely  follow  the  directions  for  closing  the  Ledger 
given  in  Art.  515,  etc. 

557.  Stocks  and  Bonds  account  will  he  closed  like  the  Merchandise 
account. 

558.  Interest  and  Discount  account  will  he  closed  like  the  Expense 

account. 

SECOND  TRIAL  BALANCE. 

559.  The  Second  Trial  Balance  will  he  made  in  the  following  manner ; 


Second  Trial  Balance , Dr.  Or. 


3 

William  Winters , 

2500 

10000 

3 

A.  A.  Lovett , 

5000 

12 

i Profit  and  Loss7 

293. 

89 

12 

Balance , 

12793 

89 

~15293 

89 

15293 

89 

| — - 

BR  OFIT  AND  L OSS  A CCO  UNT  CL  OSED. 

560.  Profit  and  Loss  account  will  he  closed  in  the  following  manner : 

Dr.  Profit  and  Loss , Or. 


212 


OPENING  AND  CLOSING  BOOKS. 


PARTNERS'  ACCOUNTS  CLOSED . 

561.  Tlie  partners’  accounts  will  be  closed  in  the  following  manner: 


.Dr.  William  Winters , Or. 


1874 

r 

1874 

Jan 

1 

To  Sunds., 

3 

2500 

Jan 

1 

By  Sunds., 

3 

10000 

Jan 

31 

Bal., 

31 

Profit  and 

Net  Inv., 

L12 

7676 

33 

Loss, 

L12 

176\33 

10176 

33 

10176\ 

1 33 

Jan 

~W 

By  Balance, 

Net  Inv., 

7676 1 

133 

Dr.  A.  A.  Lovett , Or. 


31 

To  Bal., 

Net  Inv., 

L12 

5117 

56 

1874 

Jan 

1 

31 

By  Sunds., 
Profit  and 
Loss, 

3 

L12 

5000 

117 

56 

5117 

56 



5117 

56 

Jan 

~sT 

By  Balance, 
Net  Inv., 

5117 

56' 

BALANCE  ACCOUNT  CLOSED. 

562.  The  Balance  account  will  be  closed  in  the  following  manner : 

Dr.  Balance , Orv 


1874 

31 

To  Mdse., 

L 6 

3767 

Jan 

31 

By  S.  & W., 

L 5 

1 550 

St.  and 

W.  W., 

L 3 

7676 

33 

Bonds, 

L 5 

2000 

A.  A.  Lov., 

L 3 

5117 

56 

B.  Rec ., 

L 4 

359 

80 

/ 

F.  N.  B., 

L 5 

5713 

76 

/ 

S.  R. Morse, 

L 5 

121 

Mrs.  A.  M, 

L 6 

28 

l 

R.  Com., 

L 6 

112 

20 

Y 

Cash, 

XL  8 

1252 

13 

/ 

13353  89 

/ 

13353 

89 

» 

1 

v'"  : 

/ 

BALANCE-SHEET. 

563.  The  Balance-sheet  will  be  made  according  to  the  form  given  on 
tl\e  following  page.  (See  Art.  527.) 
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OPENING  AND  CLOSING  BOOKS. 


SET  IIL— CONTINUED. 

564.  After  the  set  of  books  has  been  closed,  and  the  balances 
have  been  brought  down,  the  following  memoranda  will  be  entered. 


565.  MEMORANDA  ( Continued ). 

Feb.  2.  Paid  Exp.  of  A.  A.  Lovett  to  N.  Y.  to  buy  goods,  $25.  Sold 
Charles  Owens,  on  %,  1 hhd.  Lovering’s  Syrup,  142  gals.,  @ $1.25. 

Feb.  3.  Bought  of  Bowen  & Co.,  New  York,  Mdse.,  as  per  Invoice, 
$1858  ; paid  them  by  Check  on  First  Nat.  Bank,  $1200  on  %.  Sold  for 
Cash,  1 bag  Laguayra  Coffee,  108  lbs.,  @ .30%. 

Feb.  4.  Sold  Richard  Comstock,  on  %,  1 box  Sugar,  540,  Tare 
15%=  lbs.,  @ .15%,  and  1 hhd.  Syrup,  141  gals.,  @ .75.  Sold  S. 
R.  Morse,  2 bbls.  Porto  Rico  Sugar,  255 — 21,  265 — 28=  lbs.,  @ 

.18% ; received  from  him  his  Note  at  20  days  in  full  of  amount  due. 

Feb.  5.  Paid  Freight  on  Mdse,  from  New  York,  $48.50;  Drayage, 
$4.25.  (Mdse.,  Dr.  To  Cash.)  Sold  C.  H.  Walker,  1 case  Nutmegs, 
316,  Tare  42=  lbs.,  @ $1.25,  3 bags  Laguayra  Coffee,  334  lbs.,  @ 
.30%,  and  5 tags  Allspice,  Net  639  lbs.,  @ .30%  ; received  Cash,  $171, 
and  Note  at  30  days  for  balance.  Sent  Bowen  & Co.,  New  York,  okr 
Note  at  10  days,  payable  at  First  Nat.  Bank,  for  balance  due. 

Feb.  7 . Bought  of  Evans  & Watson,  1 Fire-proof  Safe,  $150  ; paid 
them  by  Check  on  First  Nat.  Bank.  Sold  for  Cash,  40  Mats  Cassia, 
127— Tare  11=  lbs.,  @ .60.  Paid  Sanford  & Wheeler’s  Si^ht  Draft 
to  balance  % per  Check.  (S.  & W.,  Dr.  To  F.  N.  B.) 

Feb.  lO.  Sold  Harvey  & Barton,  for  Cash,  2 hhds.  Porto  Rico 
Mol.,  139  ea.=  gals.,  @ .60,  and  2 bbls.  Porto  Rico  Sugar,  255 — 21, 
270 — 22=  lbs.,  @ .18%.  Sold  John  Morgan  & Co.,  for  one-half  Cash 

and  one-half  Note  at  30  days,  4 hhds.  Syrup,  141%  ea.=  gals.,  @ .65. 

Feb.  11.  Received  from  N.  C.  Schaeffer,  New  York,  to  be  sold  on 
his  % and  risk,  100  bbls.  “Extra  Family”  Flour,  invoiced  @ $8,  and 
200  bbls.  “ Ohio  ” Flour,  invoiced  @ $7.50  ; paid  Freight  in  Cash,  $150. 

Note. — Enter  the  foregoing  transaction  in  the  Day  Book  as  follows: 

150  Schaeffer's  Consignment , Dr.  To  Cash , 150 

Received  from  N.  C.  Schaeffer , to  be  sold  on  his 
% and  risk , 

100  bbls.  “ Ex.  Fam .”  Flour , inv.  @ 8. . 
m “ “ Ohio  ” “ “ @ 7.50 

Paid  Freight  in  Cash. 

Feb.  14.  Bought  of  Bowen  & Co.,  on  <%,  Mdse.,  as  per  Invoice, 
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$420.  Sold  Sharpe,  Steele  & Co.,  for  Cash,  200  bbls.  “Ohio”  Flour, 
Schaeffer’s  Consignment,  @ $8.50. 

Note.— Tlie  last  entry  should  be  recorded  in  the  Day  Book  as  follows  : 
Cash,  Dr.  To  Schaeffer's  Consignment, 

Sold  Sharpe,  Steele  & Co.,  for  Cash, 

WO  bbls.  “ Ohio  ” Flour,  Sch.  Con.,  @ 8.50. 

Feb.  15.  Sold  for  Cash,  1 bag  Rio  Coffee,  120  lbs.,  @ .32.  Sold 
Richard  Comstock,  on  %,  100  bbls.  “ Extra  Family  ” Flour,  Schaeffer’s 
Consignment,  @ $9.  ( Richard  Comstock , Dr.  To  Schaeffer's  Con.) 

Closed  Schaeffer’s  Consignment,  and  sent  him  an  Account  Sales.  Our 

Commission  on  Sales,  $2600,  @ 2%, {Sch.  Con.,  Dr.  To  Com.,  $52, 

and  JT.  C.  Schaeffer , for  net  proceeds).  Remitted  1ST.  C.  Schaeffer 
$1498,  per  Check.  (iV.  C.  Schaeffer,  Dr.  To  F.  M B.,  $1498.) 

Feb.  16.  Deposited  in  bank,  $1000.  Received  of  Richard  Comstock 
his  Note  at  30  days  for  $300,  and  Cash  for  balance  in  full. 

Feb.  19.  Invested  in  U.  S.  5-20  Bonds,  $1000 ; also,  iii  “ Big  Strike  ” 
Oil  Stock,  1000  Shares,  $1000.  Sold  for  Cash,  2 hhds.  Porto  Rico 
Molasses,  140  ea.=  gals.,  @ .60.  Sent  N.  C.  Schaeffer  Check  for 
balance  in  full.  Gave  our  Check  to  First  National  Bank  for  Bowen  & 
Co.’s  Note  against  us,  due  this  date.  ( B . Pay.,  Dr.  To  F.  Jff..  B.) 

Feb.  21.  Sold  Charles  Owens,  on  %,  10  lbs.  Madras  Indigo  @ $1.50; 
10  bags  Pepper,  Net  846  lbs.,  @ .32. 

Feb.  24.  Bought  of  Baker  & Co.,  on  our  Note  at  4 mos.,  Mdse,  as 
per  Invoice,  $1625.  Received  Cash  for  Charles  Owens’s  Note  of  Jan.  29. 

Feb.  26.  Paid  Book-keeper  Salary  for  month,  $50.  Received  of 
Richard  Comstock,  Cash  for  his  Note  of  Feb.  16,  less  discount. 

Feb.  28.  Paid  Rent  of  Store  to  Mar.  1,  $100.  Paid  Gas  Bill,  $20  ; 
Adv.  Bill  of  “Press,”  $36.  Sold  for  Cash,  10  bags  Maracaibo  Coffee, 
1550  lbs.,  Tare  1%  = lbs.,  @ .36.  Received  Cash  in  full  for  S.  R. 

Morse’s  Note  due  Feb.  27.  Sold  for  Cash,  per  Bowen  & Fox,  500  Shares 
“Big  Strike”  Oil  Stock,  $1000  ; less  Commission,  $10. 


CLOSING  THE  BOOKS. 

566.  After  the  foregoing  memoranda  are  recorded,  let  the  pupils 
close  their  books.  The  date  of  closing  is  Feb.  28. 

567.  Inventory : Merchandise  on  hand,  $5240 ; U.  S.  5-20  Bonds, 
$3000;  “Big  Strike  ” Oil  Stock  at  present  value,  $1000.  Result:  Net 
Gain,  $1027.39. 

Note.— For  the  Review  Questions  for  this  sectionvsee  page  224. 


SECTION  HI. 

MISCELLANEOUS  SETS. 

THIS  section  contains  two  sets,  each  of  which  presents 
special  features. 


SET  IV. — GENERAL  WHOLESALE  BUSINESS . 

569.  This  set  is  designed  to  teach  the  use  of  the  Day  Book, 
Cash  Book,  Invoice  Book,  and  Sales  Book  as  principal  hooks, 
from  which  accounts  are  transferred  directly  to  the  Ledger. 

570.  The  hooks  kept  are  the  Day  Book , Cash  Book , Invoice 
Book , Sales  Book , Ledger , and  Bill  Book . 

REMARKS. 

571.  The  Day  Book  contains  a record  of  all  accounts  not  entered  in 
any  of  the  other  principal  books.  (See  Art.  458.) 

572.  All  cash  transactions,  including  all  cash  sales  and  purchases, 
are  entered  in  the  Cash  Book. 

573.  All  purchases  on  account  and  all  purchases  for  which  notes  are 
given,  are  entered  in  the  Invoice  Book. 

574.  All  sales  on  account  and  all  sales  for  which  notes  are  received, 
are  entered  in  the  Sales  Book. 

575.  Accounts  are  transferred  from  the  Day  Book,  Cash  Book, 
Invoice  Book,  and  Sales  Book  to  the  Ledger.  (See.  Art.  215,  5.) 

576.  The  Bill  Book  contains  a record  of  Bills  Receivable  and  Bills 
Payable.  It  is  used  as  an  auxiliary  book. 


577.  MEMORANDA. 

Mt.  Holyoke,  Mass.,  June  1,  1875.  Began  business  with  Cash  on 
hand,  $10000,  Mdse.,  $3700. 

June  2.  Bought  of  Jackson,  Elliott  & Co.,  N.  Y.,  on  %,  8 hhds.  Cuba 
Sugar,  1829,  1819,  1729,  1689,  1779,  1758,  1766,  1686,— Tare  1%>,®  .15. 

(216) 
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♦Tune  3.  Paid’  Murphy  & Son  Cash  for  Blank  Books,  $25.60.  De- 
posited in  the  Mt.  Holyoke  National  Bank,  $7500.  Sold  Wm.  Harris, 
on  %,  2 hhds  Cuba  Sugar,  1829,  1779, — Tare  1%,  @ .18. 

J une  4.  Sold  Thomas  Sawyer,  for  Cash,  1 hhd.  Cuba  Sugar,  1819, — 
Tare  1%,  @ .18.  Bought  of  James  B.  Baymond,  N.  Y.,  on  our  Note  at 
30  days,  100  bbls.  Sup.  N.  Y.  Flour,  @ $7.50,  arid  100  bbls.  Extra  N.  Y. 
Flour,  @ $8.50.  Paid  Freight  in  Cash,  $220  ; Drayage,  $15.  Gave  J. 
H.  Eaton  credit  for  bill  for  Shelving  and  Counters,  $120.50.  Sent 
ackson,  Elliott  & Co.,  a check  on  Mt.  Hoi.  Nat.  Bank  for  $1000,  on  %. 

OPENINGS  THE  BOOKS. 

578.  The  books  should  be  opened  in  the  usual  manner. 

DAY  BOOK  ENTRIES. 

579.  The  following  entries  should  be  made  in  the  Day  Book  : 

Mt.  Holyoke , Mass.,  June  1 , 1875.  Dr.  Cr. 


Ye 

Merchandise , Dr.  To  Stock , 
AmSt  on  hand  at  beg.  of  bus. 

r 

8700 

8700 

Ye 

U 

Expenses , Dr.  To  J.  H.  Eaton , 

no 

50 

no 

For  Bill  for  Shelving  and  Counters , 

5 

Jackson , Elliott  & Co.,  Dr. 

1000 

7 

To  Mt.  Holyoke  Nat.  Bank , 

1000 

For  Check  on  a/c. 

CASH  BOOK  ENTRIES. 

580.  In  the  Cash  Book  a column  for  receipts  for  Mdse,  may  be  added 
on  the  Dr.  side  ; and  a column  for  payments  for  Expenses  may  be 
added  on  the  Cr.  side.  These  columns  may  be  summed  and  the 
amounts  posted  twice  a month.  See  Art.  495.  The  amounts  of  Cash 
received  and  expended  may  also  be  posted  to  the  Cash  account  in  the 
Ledger  kt  the  same  time. 

581.  The  following  entries  are  made  on  the  left-hand  page  : 

Gash , Mdse.,  Cr.  Dr. 


1875 

• 

ioooo' 

1 

June 

1 

8 

To  Stock , On  hand  at  beg.  of  bus., 

U 

Mdse.,  Sold  T.  Sawyer,  1 hhd.  CubaSug., 

1819— Tare  1 % = 1801  lbs.,  @ .18 

32U\18 
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582.  The  following  entries  are  made  on  the  right-hand  page : 

Cash,  Exp.,  Dr.  Cr. 


June 

S 

\py  Expense , Pd.  Murphy  & Son  for 

25 

60 

f 1 Blank  Books , 

7 Mt.  Holyoke  Nat.  Bank , Deposited , 

| 

7500 

1 

u 

1 

4 Mdse.,  Paid  Freight  $220,  Dr  ay  age  $15, 

1 

! 

235 

INVOICE  BO&K  ENTRIES. 


583.  The  entries  in  the  Invoice  Book  are  simply  copies  of  the 
invoices  received,  with  the  manner  of  payment. 

584.  The  total  amount  of  Mdse,  bought,  entered  in  the  Invoice  Book, 
may  he  posted  twice  a month  to  the  Dr.  side  of  the  Mdse,  account. 

Mt.  Holyoke , Mass.,  June  2,  1875 . 


5 

Jackson,  Elliott  & Co.,  N.  Y., 

8 hhds.  Cuba  Sugar, 

1829  1779 

1819  1758 

1729  1766 

1689  1686  11+055 

Tare  1%  11+1  • 13911+  lbs., 

On  account. 

£ 

@ .15 

2087 

16 

James  B.  Raymond,  N.  Y.. 
100  bbls.  Sup.  N.  Y.  Flour, 
100  “ Extra  “ 

@ 7.50 
@ 8.50 

750 

850 

1600 

7 

Bills  Pay.,  Note  at  30  days. 

SALES  BO  OK  ENTRIES. 


585.  The  entries  in  the  Sales  Book  are  made  in  the  usual  form. 

586.  The  total  amount  of  Mdse,  sold,  entered  in  the  Sales  Book,  may 
be  posted  twice  a month  to  the  Cr.  side  of  the  Merchandise  account. 
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LEDGER  ENTRIES. 

587.  The  entries  in  the  foregoing  hooks  are  posted  as  stated  in  Art. 
575,  580,  584,  and  586. 

BILL  BOOK  ENTRIES. 

588.  The  note  given  to  J ames  B.  Raymond  must  he  recorded  in  the 
Bill  Book. 


589.  MEMORANDA  ( Continued ), 

Note.— The  initials  following  t@  different  entries  indicate  the  principal 
books  in  which  the  accounts  are  to  he  entered.  The  initials  B.  B.  are  not 
used : it  is  understood  that  a record  of  notes  and  drafts  is  made  in  the  Bill 
Book. 

June  6.  PaidD.  K.  Small  Cash  for  Office  Furniture,  $80.  (C.  B.) 
Bought  of  Frazer  & Johnson,  on  our  Note  at  3 mos.,  100  hbls.  Extra 
Mess  Beef  @ $15,  100  bhls.  Prime  Mess  Pork  @ $24,  and  100  bbls. 
Superfine  Western  Flour  @$8.50.  (I.  B.)  Paid  Cash  for  Shipping 

Expenses,  $145.50.  (C.  B.) 

June  7.  Sold  Wilson  & Bro.,  for  Cash,  5 half-chests  Y.  H.  Tea,  T2X, 
fy,  Ty,  Tare  15  lbs.  ea.,  @ $1.30.  (C.  B.) 

June  8.  Sold  Kershaw  & Williams,  on  their  Note  at  10  days,  100  bhls. 
Extra  N.  Y.  Flour  @ $10.50.  (S.  B.)  Sold  J.  C.  Holden  & Co.,  on 

' a/c , 2 hhds.  Cuba  Sugar,  1729,  1758 — Tare  1 %,  @ .17,  and  5 half  chests 
Imperial  Tea,  ^T,  Ty,  Tare  15  lbs.  ea.,  @ $1.30.  (S.  B.)  Paid  Cash 
for  Postage  Stamps,  $3.  (C.  B.) 

June  lO.  Bought  of  W.  H.  Smith,  N>  Y.,  on  %,  10  bbls.  N.  O. 
Molasses,  439%  gals.  Net  @ $1,  15  hhds.  “Brunjes  ” Syrup*  /T, 
gals.,  @ $1.,  and  3 bbls.  Granulated^  Sugar,  263—18,  258 — 19,  263 — 19= 
lbs.,  @ .18.  (I.  B.)  Paid  Cash  for  Stationery,  $4.75.  (C.  B.) 

June  13.  Sold  for  Cash  to  Armstrong  & Co.,  3 hhds.  “Brunjes” 
Syrup,  ea.  91=  gals.,  @ .21.  (C.  B.)  Paid  J.  H.  Eaton  Cash  in 

full.  (C.  B.)  Received  of  Wm.  Harris,  Note  at  30  days  for  $500  on 
%.  (D.  B.) 

June  14.  Sold  J.  C.  Holden  & Co.,  on  %,  8 hhds.  ‘‘Brunjes’' 
Syrup,  ea.  92=  gals.,  @ .21.  (S.  B.)  Sold  Henry  Hartman,  for 

Cash,  50  bbls.  Superfine  Western  Flour,  @ $10.50.  (C.  B.) 

June  15.  Sent  W.  H.  Smith  a Check  for  $1000  on  %.  (D.  B.)  Paid 

Jackson,  Elliott  & Co.,  $500  on  %.  (C.  B.)  Received  of  Wm.  Harris, 

Cash  in  full  of  amount  due.  (C.  B.) 
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JOURNALIZING  ENTRIES, 

590.  In  order  to  arrange  the  Merchandise , Expense , and  Cash  ac- 
counts in  a proper  form  for  posting,  the  following  entries  should  be 
made. 

Note.— It  is  customary  to  make  these  special  entries  monthly.  They  are 
made  twice  a month  in  this  set,  for  practice. 

CASH  BOOK  ENTRIES. 

591.  The  entries  here  given  shqw  the  form  in  which  the  receipts  for 
Merchandise,  the  expenditures  for  Expenses , and  the  total  Cash  receipts 
and  Cash  expenditures,  are  arranged  for  posting,  and  the  manner  of 
balancing  the  Cash  account. 

592.  The  following  entry  is  made  on  the  Dr.  side  of  the  Cash  Book : 


15 

5 

To  Wm.  Harris,  Bal.  in  full, 

152]  96 

h- 

Mdse.,  Total  Cash  receipts  for  Mdse., 

! 

since  June  1. 

1303\01 

10 

To  Sundries,  Total  Cash  Receipts  since 

i 

| 

June  1, 

11555  97 

..  ' ! . 

Note.— The  balance  of  Cash  on  hand,  June  15,  should  not  be  entered  on 
the  Dr.  side  of  the  Cash  Book  (unless  there  is  a special  column  for 
“ Balances  ”)  until  the  entries  are  arranged  for  posting,  June  80.  On  tha+ 
date,  after  the  entry  is  made  on  the  Dr.  side,  To  Sundries , Total  Cash 

Receipts  since  June  15 , , the  following  entry  should  be  made : Balance 

on  hand , June  15,  $2831.62.  The  Cash  account  will  then  be  ready  fox 
balancing. 

593.  The  following  entry  is  made  on  the  Cr  side  of  the  Cash  Book  ; 


15 

5 

By  Jackson , Elliott  & Co.  Pd.  them  on  <%, 

500 

6 

Expense , Total  Cash  paid  for  Expenses, 

since  June  1, 

113 

35 

10 

By  Sundries,  Total  Cash  paid  out  since 

June  1, 

8615 

\S5 

15 

Baxance  on  hand, 

2831 

62 

11555197 

Note. — The  foregoing  accounts  must  be  transfeiTed  to  the  Ledger  as 
follows:  Mdse,  account , Qr.  By  Cash , $ 1303.01 ; Cash , Dr.  To  Sundries , 
$11555.97  ; Expense , Dr.  To  Cash , $113.35  ; Cash , Cr.  By  Sundries,  $8615.35. 
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INVOICE  BOOK  ENTRY. 


594.  The  following  entry  should  now  he  made  in  the  Invoice  Book : 


4 

Mdse.,  Dr.  To  Sundries , 

10380 

6h 

Total  purchases  on  a/c  and  note  since  June  1. 

Note.— The  foregoing  account  must  be  transferred  to  the  Dr.  side  of 
Mdse,  account  in  the  Ledger. 

' SAL  ES  B O OK  ENTR  Y. 

4 595.  The  following  entry  should  now  he  made  in  the  Sales  Book  : 


4 

Sundries , Dr.  To  Mdse.. 

mu\36 

Total  sales  on  and  note  since  June  1. 

Note. — The  foregoing  account  must  be  transferred  to  the  Cr.  side  oi 
Mdse,  account  in  the  Ledger. 


596,  MEMORANDA  ( Continued ). 

June  16.  Sold  Chas.  E.  Godfrey  on  his  Note  at  10  days,  50  bbls. 
Crude  Petroleum,  2000  gals.,  @ .49.  Gave  for  our  Note  of  June  4, 
due  James  B.  Raymond,  a check  on  Mt.  Holyoke  Nat.  Bank,  less  dis- 
count for  days.  (D.  B.) 

June  18.  Sold  Wm.  Harris  for  one-half  Cash,  one-half  on  %,  2450 
lbs.  Hams  ® .20. 

Note.— Charge  Wm.  Harris  for  the  entire  sale  in  the  Sales  Book,  and 
give  him  credit  for  the  cash  payment  in  the  Cash  Book. 

June  19.  Sold  Robert  C.  Morris  2 hhds.  Cuba  Sugar,  3417  lbs.  Net 
® .16£,  and  3 half  chests  Imperial  Tea,  81  ea.,  Tare  17  lbs.  ea.,  ® 
|1.25 ; received  from  him,  Note  at  30  days  for  $500 ; balance  on  %. 
Paid  Check  to  the  Hall  Safe  Co.,  for  a Safe,  $275. 

June  21.  Received  of  J.  C.  Holden  & Co.,  and  deposited  in  beuk, 
$1000,  per  check  on  First  National  Bank  of  Boston.  Paid  for  Station- 
ery and  Postage  Stamps,  $17.50.  Sold  Robert  C.  Morris,  4 bbls.  Granu- 
lated Sugar,  263—18,  260—15,  256—17,  258—19-=  lbs.,  Net  @ .20; 
received  of  him,  $200  on  %.  Bought  of  James  B.  Raymond,  200  bbls. 
Sup.  N.  Y.  Flour,®  $7.25,  and  150  bbls.  Extra  N.  Y.  Flour®  $8;  gave 
him  our  Note  at  10  days  for  one-half  ; balance  on  %. 

Note.— Credit  James  B.  Raymond  for  the  purchase  in  the  Invoice  Book, 
and  debit  him  for  the  note  in  the  Day  Book. 
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MISCELLANEOUS  SETS. 


June  23.  Gave  J.  H.  Eaton  credit  for  Repairing  Store  Cellar,  $108.75. 
Sold  J.  C.  Holden  & Co.,  100  bbls.  Sup.  N.  T.  Flour  @ $8.50 ; received 
of  them  one-half  cash ; balance  on  %.  Bought  of  Wm.  H.  Smith,  6 
bbls.  Granulated  Sugar,  265—20,  258—19,  263—19,  263—18,  256—17, 
261—20=?  lbs.  @ .18;  paid  him  Cash,  $150  ; balance  on  %. 

Note. — Credit  Win.  H.  Smith  for  the  purchase  in  the  Invoice  Book,  and 
debit  him  for  the  payment  in  the  Cash  Book. 

June  21.  Sold  Norman  Lockyer  Baker,  on  %,  at  5 days,  100  bbls. 
Extra  N.  Y.  Flour  $9.50.  Paid  for  Revenue  Stamps,  $1.50. 
Bought  of  Edward  Brooks,  Jr.,  6 hhds.  Cuba  Sugar,  1830,  1820,  1730, 
1780,  1760,  1710=  lbs.  @ .15;  accepted  his  Draft  on  us  at  10  days, 
in  favor  of  himself,  for  $1000  ; balance  on  %. 

June  25.  Sold  John  Gregory,  for  Cash,  3 hhds.  Cuba  Sugar,  1830, 
1780,  1710,  @ .18.  Paid  Drayage  on  Mdse,  received  June  21,  $10.75. 

June  28.  Sold  Robert  C.  Morris,  on  %,  1 hhds.  Cuba  Sugar,  1820, 
1766,  1730,  1760=  lbs.  @ .18.  Paid  Jackson,  Elliott  & Co.,  Cash  in 
full  of  amount  due  them.  Sold  Norman  Lockyer  Baker,  on  %,  10 
bbls.  Prime  Mess  Pork  @ $27. 

June  29.  Paid  James  B.  Raymond  in  full,  per  Check.  Sold  Wilson 
& Bro.,  for  Cash,  2 bbls.  Granulated  Sugar,  Net  175  lbs.,  @ .21.  Re- 
ceived of  Norman  L.  Baker,  Cash  in  full  for  bill  of  goods  sold  him 
June  21. 

June  30.  Sold  N.  Brown,  for  Cash,  50  bbls.  Extra  Mess  Beef  @ $17, 
and  10  bbls.  Prime  Mess  Pork  @ $28.  Paid  for  Furniture  for  Office, 
$26.50.  Received  of  Robert  C.  Morris,  Cash  on  %,  $1000.  Deposited 
in  bank,  $2000.  Paid  J.  H.  Eaton,  Cash  in  full.  Paid  W.  H.  Smith  in 
full,  per  Check.  Paid  Workmen,  per  Time  Book,  $56.16. 


JOURNALIZING  ENTRIES. 

597.  Entries  similar  to  those  made  on  June  15,  should  now  be  made 
in  the  Cash  Book,  Invoice  Book,  and  Sales  Book. 

Note.— See  the  note  under  Art.  592  with  reference  to  the  balance  of  cask 
n hand. 


CLOSING  THE  BOOKS. 

598.  After  the  foregoing  entries  are  made,  the  books  may  be  closed. 

599.  The  value  of  the  merchandise  on  hand  is  $6700.  The  loss  since 
June  1 is  $58.12. 


WHOLESALE  PRODUCE  BUSINESS. 
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SET  V.—  WHOLESALE  PBODUCE  B TT SINES S. 

600.  The  memoranda  for  Set  5 are  the  same  as  the  memoranda 
used  in  Set  7,  Single  Entry.  See  Art.  445,  etc. 

601.  The  hooks  kept  in  this  set  are  the  Day  Book , Cash  Book , 
Ledger , and  Bill  Book . The  Day  Book  and  Cash  Book  should 
be  kept  as  principal  books. 

REMARKS. 

602.  A record  of  all  business  transactions  except  cash  transactions 
should  be  made  in  the  Day  Book.  It  should  be  kept  with  four  columns, 
two  Dr.  and  two  Cr.  It  should  be  ruled  like  the  Day  Book  of  Set  2, 
Double  Entry.  The  additional  Dr.  column  should  be  for  Mdse.,  Dr., 
and  the  additional  Cr.  column  for  Mdse.,  Cr.  See  Note  3,  Art.  501. 

603.  A record  of  all  cash  transactions  should  be  made  in  the  Cash 
Book.  It  should  be  kept  like  the  Cash  Book  of  Set  4.  See  Art.  580. 

604.  The  Ledger  and  the  Bill  Book  are  kept  in  the  usual  manner. 

605.  The  result  should  be  the  same  as  found  in  Set  7,  Single  Entry. 

NoteI.  If  the  preceding  setsare  fully  understood,  the  pupil  will  have 

no  difficulty  in  writing  this  sCt.  The  difference  between  Single  and  Double 
Entry  will  be  illustrated  by  comparing  this  set  with  Set  7,  Single  Entry. 

Note  2.  The  pupil  will  see  that  in  order  to  change  a set  of  books  from 
Single  Entry  to  Double  Entry,  accounts  with  the  different  kinds  of 
property  must  be  introduced.  This  may  be  done  by  closing  the  books  by 
Single  Entry  and  re-opening  them  by  Double  Entry. 

Note  3.  For  the  Review  Questions  for  this  section,  see  page  224. 


Review  Questions.— Section  I. 

1.  What  books  are  used  in  Double  Entry?  2.  What  is  the  Day  Book  used 
for?  3.  What  is  journalizing?  4.  Why  is  it  so  called?  5.  What  general 
principle  guides  us  in  journalizing?  6.  State  the  rule  for  journalizing 
personal  accounts  due  us.  7.  Accounts  of  cash  received.  8.  Accounts 
of  merchandise  received.  9.  Accounts  of  bills  receivable  received.  10. 
Accounts  of  bills  payable  paid.  11.  Accounts  of  expenses.  12.  Profit  and 
loss  accounts.  13.  Interest  and  discount  accounts.  14.  What  is  the  general 
rule  for  journalizing?  15.  Show  that  all  the  .special  rules  are  included 
in  the  general  rule.  16.  Describe  the  first  form  of  journal  entry.  17.  The 
second  form.  18.  The  third  form.  19.  The  fourth  form.  20.  Describe  the 
form  of  ruling  the  Day  Book.  21.  What  are  necessary  in  making  an  entry 
in  the  Day  Book?  22.  Illustrate  the  various  forms  of  entry. 

23.  What  is  the  Ledger  used  fox  ? 24.  From  what  books  are  accounts 
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REVIEW  QUESTIONS. 


posted  ? 25.  How  is  tlie  Ledger  ruled  ? 26.  Describe  tbe  manner  of  posting 
a Day  Book  entry  of  the  first  journal  form.  27.  Tbe  second  form.  28.  Tbe 
third  form.  .29.  Tbe  fourth  form.  30.  What  is  tbe  Trial  Balance?  31.  How 
is  it  rilled?  32.  Of  what  do  tbe  entries  consist?  33.  How  may  errors  in 
tbe  Trial  Balance  be  found  ? 34.  How  are  Ledger  accounts  closed  ? 35.  Il- 
lustrate tbe  form  of  entry  in  tbe  Ledger.  36.  State  tbe  use  of  tbe  Cash 
Book  as  an  auxiliary  book.  37.  As  a principal  book.  38.  Tbe  rule  for 
debiting  and  crediting.  39.  Balancing.  40.  Illustrate  tbe  forms  of  entry. 

41.  What  is  tbe  Bill  Book  used  for  ? 42.  Tbe  Sales  Book  ? 43.  Describe 
tbe  form  of  entry  in  tbe  Sales  Book.  44.  Are  any  other  books  kept 
45.  What  determines  tbe  number  of  books  to  be  kept  ? 


Review  Questions.— Section  II. 

1.  What  is  tbe  first  step  taken  in  opening  a set  of  books  (303)  ? 2.  De- 
scribe and  illustrate  tbe  method  of  opening  tbe  Day  Book  (Double  Entry) 
in  business  conducted  by  one  person;  in  partnership  business.  3.  Tbe 
Ledger.  4.  Tbe  Cash  Book.  5.  Tbe  Bill  Book.  6.  Tbe  Sales  Book.  7. 
Other  books. 

8.  What  steps  are  taken  in  closing  a set  of  books  ? 9.  Why  is  an  account 
of  stock  taken  ? 10.  State  briefly  tbe  process  of  closing  tbe  Ledger.  11. 
How  is  a Profit  and  Loss  account  opened?  12.  A Balance  account ? 
13.  What  entries  are  made  of  tbe  amounts  of  tbe  inventory  ? 14.  State  tbe 
rules  for  closing  Ledger  accounts.  15.  How  is  tbe  Cash  account  closed  ? 
16.  Merchandise?  17.  Other  accounts ? 18.  What  accounts  are  entered  in 
tbe  Second  Trial  Balance  ? 19.  How  is  tbe  Profit  and  Loss  account  closed  ? 
20.  Stock  account?  21.  Partners’  stock  accounts?  22.  Balance  account? 
23.  Describe  tbe  Balance-sheet  of  Double  Entry. 

24.  Describe  tbe  Day  Book  as  used  in  Set  2.  25.  Of  what  advantage  are 
tbe  additional  columns?  26.  Describe  tbe  manner  of  posting  accounts 
entered  in  these  columns.  27.  Which  method  of  keeping  tbe  books  of  Set 
2 is  to  be  preferred,  Single  Entry  or  Double  Entry,  and  why  ? 28.  Describe 
tbe  Day  Book  as  used  in  Set  3.  29.  What  are  some  of  tbe  advantages  of  tbe 
six-column  Day  Book  ? 30.  Explain  the  process  of  posting  from  this  book. 


Review  Questions.— Section  III. 

1.  What  books  are  used  in  Set  4 ? 2.  Describe  tbe  use  of  tbe  Day  Book. 
3.  Tbe  Cash  Book.  4.  Tbe  Invoice  Book.  5.  Tbe  Sales  Book.  6.  From 
what  books  are  accounts  transferred  to  tbe  Ledger?  7.  Explain  tbe 
process  of  posting.  8.  Tbe  method  of  closing. 

9.  What  books  are  used  in  Set  5 ? 10.  Describe  the  use  of  the  Day  Book. 
11.  Tbe  Cash  Book.  12.  Which  method  of  keeping  this  set  of  books  is  to 
be  preferred,  Single  Entry  or  Double  Entry?  13.  How  are  books  changed 
from  Single  Entry  to  Double  Entry? 


